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A bstract
The Recreational Trails Program provides reimbursable grant funding for recreational trail development and repair, 
and environmental protection and safety/education programs relating to recreational trail use. The Recreational 
Trails Program Applicant Accountability and Process Efficiency Project developed two tools to improve the 
effectiveness o f the program,
New grant applicants and current grantees require clear guidance about state and federal procurement requirements, 
federal regulations, and programmatic guidelines for the Recreational Trails Program in Alaska. The iterative tool 
and administrative controls created for this project will help to guide and inform the applicants and add legal 
protection for the State o f Alaska, Department o f  Natural Resources (DNR) immediately and into the future. The 
Application Instruction and Information Manual (Manual) details the rules, regulations, requirements, and processes 
for compliance surrounding procurement and federal grants and is publically-available for applicants to utilize 
during the grant cycle. Legal language has been added to the signature page o f the application so each applicant 
understands the importance o f  compliance and integrity when managing a federal grant. The Manual is intended to 
be a generalizable tool that will continue to evolve as different groups o f  stakeholders provide input and feedback 
with regard to its utility.
This project was initiated to assist the majority o f  grant applicants with processes, regulations, and guidelines, 
increase comprehension and success, and reduce management time coaching and frustration for applicants. To a 
lesser degree but intended to mitigate a higher risk, this project researched, created, and added supplementary legal 
language into the application that will serve to both add a layer o f legal protection for the DNR and remind 
applicants o f their fiscal responsibilities when managing federal grant funds.
The hypothesis for this project is that when applicants have an improved means by which to meet the requirements 
o f the grant program they will become more self-sufficient, knowledgeable, successful, and compliant. It is the 
program manager’s responsibility to ensure compliance with federal and state regulations, as well as program 
guidance, and there are now effective tools and administrative controls to consistently achieve this.
K ey W ords
• Applicant Accountability
• Federal Grant Programs
• Grant fraud
• Grant Program Administrative Controls
•  Grant Programs
•  Recreational Trails Program (RTP)
•  2 CFR 200 Implementation
•  Process Improvement
•  Stakeholder Involvement
•  Stakeholder Management
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Project Introduction
The Alaska State Trail Program Manager identified two areas o f the Recreational Trails Program (RTP) that needed 
improvement and produced the deliverables to help accomplish those goals. She followed a project management 
plan and used project management methodology throughout the planning and execution phases o f the project. This 
document and the associated products represent the execution phase o f the RTP Applicant Accountability and 
Process Efficiency Project (Project). An Application Instruction and Information Manual (Manual) was developed 
for RTP applicants in Alaska, detailing how to apply for funding and comply with federal and state regulations and 
programmatic guidelines. The Manual will be available on the Alaska State Trails Program website for applicants to 
study and utilize during the grant cycle that opens August 15 each year. Included in the grant application is now 
supplemental language on the signature page regarding an applicant’s responsibility for state and federal 
procurement rules, regulations, and guidance as it pertains to the RTP.
Originally the Applicant Needs Analysis survey was developed as a singular research tool but upon further analysis 
it will be used repeatedly as part o f the continuous improvement process. This tool will be discussed primarily in the 
research and the continuous improvement sections o f the paper.
A secondary result o f the research and analysis for this project is the development and adoption o f multiple 
administrative and internal control measures as simple but meaningful tools that will also bolster the continuous 
improvement process.
This paper will discuss the background o f the RTP, identify the needs and goals o f  the project, discuss the methods 
used for research and analysis and provide research conclusions. In addition this paper will identify the products 
produced as a result o f  the research and how they will be utilized to continuously improve the program and its 
processes.
Program  Background
The purpose o f the RTP is to develop and maintain recreational trails and trail-related facilities in Alaska for both 
non-motorized and motorized recreational trail uses. Reimbursable grant funds are available for recreational trail 
development and repair, and environmental protection and safety/education programs relating to recreational trail 
use.
This program is unique in that legislatively it is specified that 30% o f the funds must be expended for projects that 
are strictly motorized, 30% will be spent on projects that are strictly non-motorized, while at the same time 
encouraging the development o f projects that provide for multiple uses, 40 % must be spent on projects called 
diversified.
O f the funds available for the RTP, a maximum of 5% may be used for safety and education focused projects. This 
program was first funded in 1993 through the Intermodal Surface Transportation Efficiency Act (ISTEA) and was 
called the National Recreational Trails Fund. Since that time, this program has funded over 440 trail projects in 
Alaska with nearly $13.5 million dollars, and over 20,500 trail-related projects nation-wide, including urban 
greenways, nature centers, and horse, hiking, mountain bike, and motorized trails, as well as snow and water routes.
The RTP is funded from the Federal Highway Trust Fund managed by the Federal Highways Administration 
(FHWA), which is funded from a percentage o f federal fuel taxes. That money is allocated through the current 
Highway Transportation Bill, Moving Ahead for Progress in the 21s1 Century (MAP 21), where it continues the RTP 
as part of federal surface transportation funding.
At the state level the program is managed by the Department o f  Natural Resources (DNR), Division o f Parks and 
Outdoor Recreation (DPOR). Since its inception, the program has gone through many changes at both the state and 
federal levels. The risks identified in this paper stem from the federal oversight and stricture increasing over the 
years. For many years program managers were allowed a flexible interpretation o f the programmatic guidance and 
regulations, and passed those expectations on to the applicants and grantees. Without strict requirements for
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reporting or spending federal funds, grantees became accustomed to very loose expectations and a culture of misuse 
became acceptable. Today there are still variations in regulatory and guidance interpretation nationwide, however 
strict adherence and documentation is the rule.
Because these conditions appear to be “changes” to those who have been engaged with the program for several 
years, applicants and grantees are resistant to, and frustrated by, the added requirements and strict oversight.
One example o f  the additional and reinforced requirements is the new 2 CFR 200 “Super Circular” that took effect 
across federal grant programs as o f  December 26, 2014. These regulations from the Federal Office o f Management 
and Budget are intended to “streamline” several former regulations, add some new components, and have them all in 
one convenient reference. These regulations have significantly increased the requirements for grantees and granting 
agencies such as DNR. Some o f these changes include the FHWA doing a mandatory risk analysis on each federal 
grant program they manage (RTP being one), requiring establishment o f performance standards, required increase o f  
internal controls, hard project deadlines, strict timeline limits, and robust documentation for project spending, etc.
The RTP manager has developed new legal language and a Manual to help bring the culture from where it was when 
she started managing the program to where it needs to be, strictly compliant with federal and state laws and 
programmatic guidance.
Identified  N eeds and G oals
The Guide to the Project Management Body o f Knowledge (PMBOK 2013) defines compliance as a general 
concept o f conforming to a rule, standard, law, or requirement. It is the RTP manager’s responsibility to ensure 
compliance with federal and state regulations, as well as program guidance, and there are currently no effective 
processes or tools to consistently help the applicants achieve this.
New grant applicants and current grantees require clear guidance about state and federal procurement requirements, 
federal regulations, and programmatic guidelines for the Recreational Trails Program in Alaska. This project 
accommodates two needs. The iterative tool and administrative controls created will help to guide and inform the 
applicants and add legal protection for the State o f  Alaska, Department o f  Natural Resources (DNR) immediately 
and into the future. The Manual details the rules, regulations, requirements, and processes for compliance 
surrounding procurement and federal grants and is publically-available for applicants to utilize during the grant 
cycle. Legal language has been added to the signature page o f  the application so each applicant understands the 
importance o f  compliance and integrity when managing a federal grant. Hie Manual is intended to be a 
generalizable tool that will continue to evolve as different groups o f stakeholders provide input and feedback with 
regard to its utility.
The predominant reason this project was initiated was to assist the majority o f  grant applicants with processes, 
regulations, and guidelines, increase comprehension and success, and reduce both management time in individual 
coaching and frustration o f applicants. To a lesser degree but intended to mitigate a higher risk, this project 
researched, created, and added supplementary legal language into the application that will serve to both add a layer 
of legal protection for the DNR and remind applicants o f  their fiscal responsibilities when managing federal grant 
funds.
The hypothesis for this project is that when applicants have an improved means by which to meet the requirements 
o f the grant program they will become more self-sufficient, knowledgeable, successful, and compliant. It is the 
program manager’s responsibility to ensure compliance with federal and state regulations, as well as program 
guidance, and there are now effective tools and administrative controls to consistently achieve this.
Project Scope
The scope o f  this project included the planning, development, and implementation o f educational and informational 
material and creation and implementation o f language in the grant application acknowledging applicant legal
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responsibility for federal grant funds. The project was determined complete when the manual and the legal 
responsibility language was approved by the Sponsor and was ready to be posted on the State Trails Program 
website.
Project Research and Analysis
Description of Research Methods
Once the project needs were identified, the project manager began employing multiple research methods to help her 
build a foundation and structure to improve the efficiency and effectiveness o f  the RTP grant application and 
reimbursement processes she manages.
A literature review was conducted focusing on issues o f accountability, compliance, grant fraud, and performance 
standards and management. An investigation o f federal and state law and the Code o f Federal Regulations (CFR) 
also helped to inform the analysis. She explored best practices used by other RTP administrators nation-wide that 
were explored and vetted for regulatory compliance and practicability. And two surveys o f  different groups o f  
stakeholders were conducted using qualitative research methodology.
This resulting information was used to develop and prioritize areas where applicants most require guidance and 
assistance and how to go about helping them efficiently though required procedures striving for compliance, 
accountability, and success.
The collected information informed the identified content for the Manual that will become available for the FFY16 
grant cycle starting August 2015.
Literature Research and Analysis
Accountability and Assumptions Analysis
There are often parts o f a project plan that are “developed based on a set o f hypotheses, scenarios, or assumptions.” 
(PMBOK, 2013) Assumptions Analysis, according to PMBOK, “explores the validity of those assumptions as they 
apply to the project, ft identifies risks to the project from inaccuracy, instability, inconsistency, or incompleteness o f  
assumptions.” The project manager made the unrealistic assumption that she has influence over the applicants’ 
behavior simply by providing information and implementing an administrative control. After further thought and 
analysis this was not a risk-free assumption.
The original hypothesis about applicant accountability assumed that if  applicants were required or expected to 
become more accountable for federal grant funds they would affect this through education and awareness. This 
assumption unfortunately does not account for all the possible risks. There is an alternate hypothesis that the 
assumed outcome will not happen simply by assuming. According to the “accountability paradox” (Bouckaert and 
Peters, 2002), there exists an “inherent strain between accountability and performance”. Bouckaert and Peters assert 
that increasing efforts to improve performance through accountability tends to have the opposite effect. Rather than 
acting as a driver for desired levels o f  improved performance, accountability tends to either slow down or stop the 
improvements.
After reading several articles by Dubnick, Bouckaert and Peters et al., it is understood that the assumption that grant 
program applicants will be more accountable or compliant merely by imposition o f another layer o f  bureaucracy or 
administration, may not be accurate. Dubnick (2005) discusses that for accountability to have a “relationship” with 
improved performance there must be “designated consequences for designated parts o f the social structure”. This is 
interpreted to mean that people are often motivated by outcomes or consequences, so these must accompany the
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expectation o f increased accountability to realize improvement. Tetlock (1991) concurs with this and says that when 
faced with the expectation that one will have to answer for an act or decision, people tend to “seek to satisfy what 
(they) perceive to be the demands and needs o f  the audience (they) are accounting to.”
The RTP is managed by both state and federal government entities and it stands to reason that creating 
administrative internal controls, performance measures, and consequences to accompany the expectations o f  
increased accountability is basically what a bureaucracy or government entity is intended to accomplish.
Adding language to the application and requiring applicants to confirm their knowledge and responsibility may not 
actually make them more accountable, but may serve to make them aware o f  the gravity o f  the expectations and 
make those expectations more legally defensible in the rare case o f  noncompliance.
Grant Fraud Triangle
The grant fraud triangle is a model used by The Association o f  Certified Fraud Examiners for explaining the factors 
that cause someone to commit occupational fraud explains D. Cressey (1973). It consists o f  three components 
which, together, can lead to fraudulent behavior: 1. Perceived Financial Need, 2. Perceived Opportunity, and 3. 
Rationalization. He claims that “Trusted persons become trust violators when they conceive o f  themselves as having 
a financial problem which is non-shareable, are aware this problem can be secretly resolved by violation o f the 
position o f financial trust, and are able to apply to their own conduct in that situation verbalizations which enable 
them to adjust their conceptions o f  themselves as trusted persons with their conceptions o f themselves as users o f the 
entrusted funds or property.
According to the Department o f  Defense (DOD report # DOD1G-2014-094) Fraud is more likely to occur in 
organizations where there is a “weak system o f  internal controls, poor security over assets, little fear o f exposure 
and likelihood of detection, or unclear policies regarding acceptable behavior”. Some o f  these conditions were 
identified in grantee organizations and controls have been put in place to mitigate these risks.
State and Federal Law
In many sections o f  the new 2 CFR 200 the federal procurement law defers to the state law. In 200.317 Procurement 
by States, it dictates that “When procuring property and services under a Federal award, a state must follow the same 
policies and procedures it uses for procurements from its non-federal funds.” In 2 CFR 200.318 (a) the law states 
that “The non-federal entity (in this case DNR) must use its own documented procurement procedures which reflect 
applicable state and local laws and regulations, provided that the procurements conform to applicable federal law 
and the standards identified in this section.” Alaska State and federal procurement requirements were researched and 
vetted as they pertain to the RTP, and have been included in the Manual.
Federal Audit Process
The new 2 CFR 200.507, Program-specific audits, gives a specific prescription for an audit and states that The 
auditee must prepare the financial statement(s) for the Federal program that includes, at a minimum, a schedule of 
expenditures of Federal awards for the program and notes that describe the significant accounting policies used in 
preparing the schedule, a summary schedule ofprior audit findings consistent with the requirements of 2 CFR 
200.51 /. The auditor then performs an audit o f  that financial statement, obtains an understanding of, and performs 
tests of, the internal controls over the program.
In 2 CFR 200.338 Remedies for non-compliance states that if  a non-Federal entity fails to comply with Federal 
statutes, regulations or the terms and conditions of a Federal award, the Federal awarding agency or pass-through 
entity (in this case DNR) may impose additional conditions, as described in 2 CFR 200.207 Specific conditions.
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2 CFR 200.207 states that the Federal awarding agency or pass-through entity may impose additional specific 
award conditions as needed, in accordance with paragraphs (b) and (c) o f  this section, under the following 
circumstances:
(1) Based on the criteria set forth in 2 CFR 200.205 Federal awarding agency review o f  risk posed by 
applicants:
(2) When an applicant or recipient has a history o f failure to comply with the general or specific terms and 
conditions o f a Federal award;
(3) When an applicant or recipient fails to meet expected performance goals as described in §200.210 
Information contained in a Federal award; or
(4) When an applicant or recipient is not otherwise responsible
If it is determined that noncompliance cannot be remedied by imposing additional conditions or consequences, 
FHWA or DNR may take one or more of the following actions, as appropriate in the circumstances:
(a) Temporarily withhold cash payments pending correction o f  the deficiency by the non-Federal entity or 
more severe enforcement action by the Federal awarding agency or pass-through entity.
(b) Disallow (that is, deny both use offunds and any applicable matching credit for) all or part o f  the cost o f  
the activity or action not in compliance.
(c) Wholly or partly suspend or terminate the Federal award.
(d) Initiate suspension or debarment proceedings as authorized under 2 CFR part 180 and Federal awarding 
agency regulations (or in the case o f  a pass-through entity, recommend such a proceeding be initiated by a Federal 
awarding agency).
(e) Withhold further Federal awards fo r  the project or program.
(f) Take other remedies that may be legally available.
Federal Risk Analysis R eview
The potential risks associated with federal grant programs are wide ranging. The risks associated with not 
implementing new administrative controls and applicant instructional resources could likely result in the misuse o f  
grant funds and a negative federal audit could result in total loss o f  federal funds.
The local FHWA office is working on a risk, and Strengths, Weaknesses, Opportunities, and Threats (SWOT) 
analysis o f their programs including the RTP. The DNR manager has been collaborating with her FHWA 
counterpart on this assessment and was interested to find that they have included risks also listed in the risk analysis 
associated with this project. Those risks include: If grant fraud is identified in the RTP program before there are 
better controls in place to prevent it, then an audit may occur and funding may be jeopardized. Their response was: 
De\>elop procedures and controls for RTP grantees to follow to minimize the risk ofgrant fraud. They also included: 
If DNR increases and improves training opportunities for RTP applicants, then applicants will have a more in-depth 
understanding ofprogram requirements. The project manager is utilizing the products and outcomes o f this project 
to not only mitigate risk and potentially improve applicant accountability and performance, but to also build trust 
with her FHWA counterparts by working with them on similar goals o f  continuous improvement and risk mitigation 
for the RTP.
This kind o f risk analysis in combination with robust federal regulations such as 2 CFR 200.205, Federal awarding 
agency review o f risk posed by applicants, and 2 CFR 200.303 Internal Controls will assist both federal and state 
components o f the RTP in Alaska to secure compliance and mitigate fraud opportunities.
Recreational Trails Program Best Practices
The project manager is part of a group of people that manage the RTP throughout the country. This association 
allows for a cohort of people managing similar issues and facing similar problems. This being said, it is surprising 
how varied, even disparate, the rules, guidance, and allowances are from state to state. Nonetheless, this group has 
been an excellent source of lessons-leamed and best practices, because, no matter the variations, each state must
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adhere to federal regulations. Some o f the documents reviewed for this research have been other states’ application 
instructions or information and guidance materials.
This research resulted in identifying successful methodologies, best practices, and legal language used by other RTP 
managers, some o f which have now been adopted into the program and administrative documents in Alaska.
Qualitative Survey Research
According to Corbin and Strauss (2008) “qualitative research allows researchers to get at the inner experience o f  
participants”, “...qualitative researchers take with great seriousness the words and actions o f  the people studied.” 
RTP applicants have difficulties with the grant process and the project manager wanted to help improve applicants’ 
satisfaction and ultimately encourage them to decrease their frustration and increase their success.
The surveys were developed to target subject matter experts and other key stakeholders involved with the 
management or application processes o f the RTP. Questions were designed to gather information about the 
participants’ experiences with the program and processes. The applicant needs analysis targeted specific current 
grantees and former applicants chosen for a variety o f  reasons. Some o f those surveyed had already been quite 
interested in helping the program improve and had been responsive to inquiry in the past. Some had years of  
experience with the program and had lived through many o f the changes discussed in this paper. Also emphasized in 
the participant choices were new applicants coming to the program with few pre-conceived expectations. The survey 
of internal stakeholders gathered feedback from the team o f people who are involved with or manage particular 
aspects o f  the RTP. Their insights came from a more developed knowledge o f  regulatory requirements, and not 
simply a desire for ease o f  application or simplification o f process.
Providing an application instruction and information manual is the preferred assistance method for 60% o f  those 
applicants surveyed for this paper. How effectively that resource is utilized cannot be determined at this time. These 
are the first steps in implementing a system o f more training and continuous outreach. Until more training and 
outreach is done with applicants, a programmatic culture o f  understanding, compliance, and accountability is 
uncertain. Utilizing quality assurance and continuous improvement mechanisms the project manager will be able to 
accommodate the changing variable o f  stakeholders and improve future iterations o f the manual as a general izable 
tool whose inputs will continue to change and adapt.
Stakeholder Survey Composition
Respondent composition was analyzed according to stakeholder grouping and survey. The project manager surveyed 
two groups o f stakeholders each with specifically tailored survey questions.
Survey number one was called the Recreational Trails Program Grant Process Improvement: Applicant Feedback. A 
total o f  thirty surveys were sent out and twenty were completed. The stakeholders targeted by this survey were 
current or former applicants as well as program advisory board members who have varying experience with the 
RTP.
Survey number two was called the Recreational Trails Program Grant Process Improvement. A total o f eight surveys 
were sent to internal team members and eight were completed. The stakeholders targeted by this survey were people 
who regularly work with the management aspects o f  the RTP who included State Trails Program staff, DNR staff, 
and FHWA staff.
Decision Framework
The data was collected and organized by topic and by survey but also looked at the comments from both surveys 
combined and in comparison. While the project manager would like to accommodate all requests and eliminate all
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problematic areas, she made her decisions about what to include based on first, if  the request was in compliance with 
the governing regulations and programmatic guidance, and second, if  it was practicable. After that, if  a certain area 
received multiple comments and lots o f attention, such as did the topic o f the project budget, she will focus more 
time and effort on those areas, walking applicants through the process and including the topic in future trainings and 
workshops and include a thorough written narrative in the manual.
Protocol and Documentation
No personal or identifiable data was required to participate in the survey. Questions were broadly stated in order to 
solicit a wide range o f honest information from volunteers and not to guide them in their answers.
The results o f  this survey were recorded and organized according to category or topic and then applied directly to 
the section in the manual for the area o f the granting process they will affect. Seventeen total respondents included 
their contact information. Eleven respondents did not include any kind o f identifying information. This was optional. 
The project manager kept all organized response information from each survey in two separate electronic files. The 
survey responses are kept with the identifying information and that information is kept in a separate electronic file 
along with the project manager’s responses to their questions in email form. The signed Informed Consent forms are 
kept in a separate electronic file. The original signed papers have been shredded.
Applicant Feedback Survey Significant Results
Sixty percent o f respondents asked for more written training or reference material to help navigate the application 
process. In comparison to thirteen percent who wanted to see more training and reference material in video format or 
trainings done telephonically. One person suggested a full time “help line”. Other independent responses included:
• Please provide a short tutorial;
• Please include examples o f  successful projects and reports;
• Include more information and instruction on environmental review requirements;
• Provide clear instructions, have clearer instructions fo r  applying for permits; and
• Add consistent and easy guidelines on how to create a budget.
Sixty-seven percent want the program application process improved by allowing for more time between access to 
new application documents and the grant deadline. Forty-two percent think the quality o f the existing training and 
reference documents should be improved; and thirty-three percent want the manager to expand training 
opportunities. Another four responses included language to change or improve technological interface or allow for 
use o f multiple technological formats. For further detail on the survey please see Appendix A.
Internal Team Survey Significant Results
Fifty seven percent o f  the internal management team answered that budget preparation was the area with which most 
applicants had difficulty. This aligned well with the earlier- reported 58% o f applicants surveyed answered that 
preparing a project budget was their largest challenge when applying to the RTP.
The following question had interesting and somewhat conflicting results. Forty-three percent o f  the respondents 
thought that comparing the approved budget to the applicant’s reimbursement request was an important control the 
team could employ to increase grantee compliance, and fifty-seven percent said “All o f  the above”. However zero 
percent said that the team needed to “include more layers o f  oversight and approval.” It is the project manager’s 
conclusion that all new internal controls imposed on applicant s would be layers o f  oversight or approval. This 
finding will inspire an internal team dialogue to find the most appropriate solution for the program.
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The project manager received an excellent answer in the other category from one respondent that made her reassess 
her approach to the applicant accountability affidavit which was discussed in the Project Management Plan. This is 
discussed in greater detail in the “products” section o f this paper.
One outcome that was prominent through both surveys identified problems with applicants creating a sufficient 
budget. This translated into a detailed section o f the manual explaining how the budget should be created, useful 
tips, frequently asked questions, and an example budget. This feedback will also help the project manager focus 
future training and assistance on budget issues. For further detail on the survey please see Appendix A.
Administrative Controls
A question was posed to the internal management team about what kind o f administrative controls should be 
employed to ensure grant contract compliance. Ninety-nine percent o f those internal stakeholders surveyed gave 
suggestions about internal and administrative controls that could be employed for improved compliance.
Those internal stakeholders agreed unanimously that there are needs for internal financial and management controls 
to add legal support for the program. To accommodate this, the project manager, along with the team, has identified, 
and is continuing to develop, control measures for what are seen as the highest risk areas o f  the program.
A secondary result o f  the research and analysis for this project is the development and adoption o f multiple 
administrative and internal control measures as simple but meaningful tools that will also bolster the continuous 
improvement process.
Through research, the conditions under which grant fraud can occur and the three components that make up the 
Grant Fraud Triangle are more clearly understood. This, in addition to the survey results and the literature review, 
support the project manager’s conclusion that internal controls are essential and will be added as necessary to the 
program’s administration.
©2015, Darcy J. Bromley Harris
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contract co m p lia n c e ?
? Skipr-C'1: 1
C o m p a r e  th e  
»pt>rove<1 b u d . . .
In c lu d e  
in fo r m a t io n  ...
Include a 
•  Inner!. ,
A d d  artlc len  
t o  th e  c o n t r .. .
In c lu d e  m o re  
layers  o f ...
A ll o f  th e  
a b o v e .
O t h e r  (p le a s e  
s p e c ify )
0 %  1 0 %  2 0 %  3 0 %  4 0 %  S O %  6 0 %  7 0 %  6 0 %  S O %  1 0 0 %
A n s w e r C hoices
C o m p a r e  th e  a p p r o v e d  b u d g e t  t o  th e  r e im b u r s e m e n t  r e q u e s t  
d is c u s s e s  g r a n t f r a u d , e n d  c o n t r a c t  c o m p lia n c e .
In c lu d e  a s ig n e d  a ff id a v it  o f  r e s p o n s ib ilit y  to  th e  re q u ire d  d o c u m e n t s  f o r  a p p lic a t io n  
b o  a p p lic a n t s  k n o w  f r o m  th e  b e g in n in g  th a t  th e y  are  g o in g  to  b e  r e s p o n s ib le  f o r  
fe d e ra l g r a n t m o n e y  a n d  w h a t  th a t  e n ta ils .
A d d  a rt ic le s  to  Lhe c o n t r a c t  d ir e c t in g  r e s p o n s ib ilit y  fo r  c o m p l ia n c e  b a c k  to  g ra n te e .
In c lu d e  m o re  la y e rs  o f  o v e r s ig h t  a n d  a p p r o v a l,
A ll o r th e  n b o v e .
O t h e r  (p le a s e  s p e c if y )  R e s p o n s e s
T o i b I R e s p o n o e n ls  7
Exhibit 1 Administrative Control Survey Question
The internal management team was surveyed about the application o f internal controls. See Exhibit 3.The answers 
have inspired several discussions as well as actual implementation o f several internal financial and management 
controls to help guard against fiaudulent activities. One o f those controls has been included as a deliverable for this 
project and consists o f  language added to the application intended to infonn and underscore the importance o f  
applicant integrity and identify penalty for non-compliance. As discussed earlier in this paper this language may not 
be what facilitates applicant accountability but it will increase the legal defensibility for the program’s management.
Other controls that were created as a result o f  this project include the newly instated requirement that all timesheets 
accounting for federal RTP funds have two manager signatures; this will add an additional layer o f  authentication 
that the alleged time was in fact spent on that specifically identified project or task.
A vehicle mileage log has been included for all federal RTP projects and will be required when charging any 
mileage or vehicle expenses to a federal RTP grant.
A rule has been instated that if  there is a mistake in billing codes all reversal o f  expenditures must be approved by 
the Administrative Operations Manager prior to being sent to the headquarters in Juneau for final approval. This will 
add one more layer o f  verification o f the information.
Strengthening the grant agreement language will be another internal control. According the U.S. Department o f  
Justice (DOJ) a grant agreement is a legally binding contract and grantees are obligated to use their grant funds as 
outlined in the agreement and to act with integrity when applying for and reporting their actual use o f  funds.
Responses 
4 2 .8 8 %  3
2 8 .5 7 %
2 8 .5 7 %  2
0 .00 %  0 
5 7 .1 4 %  4
1 4 .2 9 %  t
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Grantees are also obligated to properly track the use o f funds and maintain adequate supporting documentation. 
fhttP:/Ayww.iustice.uov/oig/hotline/docs/GranlFraudPresenfation.pdf 1
The DOJ Office o f  the Inspector General suggests the following ways to mitigate risk:
• Examine your operations to determine your fraud vulnerabilities.
• Implement specific fraud prevention strategies including educating others about the risks- the more people 
are aware o f  the issues, the more they can help prevent problems or detect them as early as possible.
• Maintain a well designed and tested system o f internal controls.
• Ensure all financial or other certifications and progress reports are adequately supported with appropriate 
documentation and evidence.
• Identify any potential conflicts o f interest issues and disclose them to the granting agency for specific 
guidance and advice.
• Follow a fair and transparent procurement process especially when utilizing contractors. Ensure the rate of 
pay is reasonable and justifiable and that the work product is well-defined and documented.
Finally and overarching, is the requirement that the RTP comply with 2 CFR 200.303 Internal Controls, which states 
that the non-Federal entity (in this case DNR) must: (a) Establish and maintain effective internal control over the 
Federal award that provides reasonable assurance that the non-Federal entity is managing the Federal award in 
compliance with Federal statutes, regulations, and the terms and conditions o f  the Federal award, b) Comply with 
Federal statutes, regulations, and the terms and conditions o f the Federal awards, (c) Evaluate and monitor the non- 
Federal entity's compliance with statute, regulations and the terms and conditions of Federal awards, (d) Take 
prompt action when instances o f noncompliance are identified including noncompliance identified in audit 
findings, (e) Take reasonable measures to safeguard protected personally identifiable information and other 
information the Federal awarding agency or pass-through entity designates as sensitive or the non-Federal entity 
considers sensitive consistent with applicable Federal, state and local laws regarding privacy and obligations o f  
confidentiality.
C onclusions from Survey Data
It is the project manager’s conclusion analysis that the survey data provided important insight for improving not 
only the RTP documents but the processes. She was, in some cases, able to accommodate specific requests to 
change, add or subtract, or clarify elements o f the documents or program guidance. For other suggestions she was 
not be able to do so because they were in contradiction to the regulations, national programmatic guidance, or 
simply not practicable.
For those respondents that chose to identify themselves and start a dialogue with the project manager, it was easier 
to address their specific concerns and questions in the manual and likewise will be in future trainings and 
workshops. Some conclusions strengthen the viewpoint that improving this program will be an iterative and 
continuous process and cannot be accomplished through this single exercise. This survey, upgraded as needed, is an 
iterative tool that will be used to continually improve the processes, measure the effectiveness o f  instituted changes, 
and take into account the changing needs o f  the RTP grant applicants. There are many variables from which to draw 
conclusions and those will change as the applicants change annually. There are regularly at least 75% repeat 
applicants and a few new ones. Given that many people are repeat customers, they will be able to assist with 
continuous improvement o f  the documents, processes and outcomes o f  the program, yet new feedback and 
suggestions will be solicited in order to continuously improve the program’s processes and documents.
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Stakeholder Requirements Analysis
If the stakeholder sample size were increased, allowing for significantly more data to be analyzed, perhaps the 
results would identify a different training format, however, given that 60% o f these survey respondents want more 
written instruction, it is a reasonable conclusion that written instructions will benefit enough applicants to be 
effective. Written instructions may not be the best to assist all applicants but this format will meet some identified 
requirements.
Some of those requirements include the need to have the information available to a large number o f people 
simultaneously and allow them to refer to it anytime, save it, print it, and share it. While it is outside the scope of 
this project, it is understood to be important, and will be recommended, that the project manager include multiple 
face-to-face trainings and teleconferences in addition to the instruction and information manual available on the 
internet. Bejerano (2008) discusses that face-to-face training can affect students’ retention and success. When people 
can ask questions and get immediate feedback as well as learn from others in the training atmosphere they tend to 
have more success absorbing the information. Bejerano (2008) also discusses that if students are expected to read 
and apply information independently, without the help o f a coach or teacher, it takes a great deal o f  self-discipline 
and may not ultimately occur. This may be an issue for the RTP applicants especially if  they have no grant writing 
experience. People completely new to the process may feel overwhelmed without face-to-face guidance. 
Unfortunately, this methodology, although identifiably valuable, can often be impractical given space, time, and 
availability constraints.
Utilizing engagement tools such as the investigative surveys, the project manager has actively involved stakeholders 
to identify their requirements for an effective Manual, improvements to the process, and documents and ideas for 
accommodating training requirements. Their feedback was collected and organized, documenting commonalities as 
well as anomalies. This feedback informed the writing o f the Manual and will also assist with building training 
opportunities in the future.
The requirement to improve legal infrastructure for the program has been met on multiple fronts. Accountability 
language has been added to the application not only as precautionary acknowledgement o f  applicant responsibility 
but also applicant awareness. This combined with discussion o f this responsibility and grant fraud prevention during 
applicant trainings will greatly increase awareness and correspondingly, compliance.
In addition the project manager has implemented several internal controls in potentially vulnerable areas o f  the 
program that will also help fulfill this increased legal infrastructure requirement. These will now be required steps 
and add checks and balances to previously un-scrutinized processes.
The identified requirement imposed by the project manager to decrease staff time coaching applicants is not 
expected to be measureable for some time. In fact, this improvement process will take more staff time than usual to 
increase training and applicant outreach. Training and improved processes and documents will help both new and 
returning applicants be more self-sufficient in the future.
The project manager has received approval by the State Procurement Officer for her inclusion o f state procurement 
requirements to the application instruction manual, thus fulfilling this requirement.
Project Strategy
As outlined in the PMP the project manager conducted a literature review, researched state and federal law, 
consulted best practices from other RTP managers nationwide, and initiated an internal investigation with key 
stakeholders and subject matter experts, as well as surveying a group o f RTP applicants with various levels of 
experience. She collected and organized the resulting data and developed a program Manual and language on the 
signature page o f the grant application to make applicants aware o f  the gravity o f  the legal expectations and make 
those expectations more legally defensible in the rare case o f noncompliance. All o f this work was initiated to solve 
a couple identified problems and prove, or lay in place the groundwork to prove, the hypothesis that when applicants
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have an improved means by which to meet the requirements o f the grant program they will become more self- 
sufficient, knowledgeable, successful, and compliant.
Products
This Project created guidance and informational material in the form o f a program Manual for RTP applicants in 
Alaska detailing the process to apply for funding and comply with federal and state fiscal regulations and 
programmatic guidelines. The Manual will be available on the State Trails Program website for applicants to review 
on August 15, 2015, prior to the application deadline for the federal fiscal year 2016 grant cycle;
Secondly, legal language was included on the grant application signature page that acknowledges an applicant’s 
responsibility for state and federal procurement rules, regulations, and guidance as it pertains to the RTP. See 
Appendix B for the Application Instruction and Information Manual and Appendix C for the Applicant 
Accountability Language.
Application Instruction and Information Manual
The Manual is intended to accommodate any organization interested in the RTP. Although it is dense with 
information it is easy to follow because o f  its logical layout and informal language and discussion style.
The layout o f  the manual begins with an introduction about the RTP and the advisory board. It has a Table of  
Contents to assist an applicant with finding the answer to a specific question, and program background and 
discussion o f the funding source to help build the big picture. It prioritizes, after the introduction, the most important 
things to know about the process or application. This idea stems from the standard structure for news or press 
releases. Some people may only read the first few sentences or paragraphs and move on, so an author should put 
most the essential information right at the beginning.
The document then continues on to discuss logistics o f  the application documents and where to find additional 
resources such as Frequently Asked Questions, Sample Score Sheet, Programmatic Agreement, Environmental 
Review checklist, grant reporting documents, etc. state and federal procurement rules and law including permissible 
and non-permissible use o f  federal grant funds are included as well as the definition of Grant Fraud.
The document is structured so it may be used side by side with the application. Section 1 instruction corresponds 
with Section I application questions, and so on. The document informs applicants o f how their application will be 
scored and how many points each question or section is worth.
When it comes to specific section directions, for example, how to create a perfect project budget sheet, there are two 
example budgets and Frequently Asked Questions included. Some o f this information is derived from the research 
and analysis surveys, some from direct customer feedback, and some comes from the manager’s experience. The 
manual walks the applicant through the entire process including how to create and provide accurate and timely 
reports and be reimbursed, all the way through grant closure.
Environmental review is an important component o f  applicant compliance and was identified in the applicant-needs 
analysis to be an area where applicants would like assistance. The process is discussed and supplemented with 
agency contact information.
Structure, resources, and information that respond to the applicant-needs analysis were added and quality assurance 
and continuous improvement procedures will annually evaluate if  those tools have met the identified needs and 
improvements by re- surveying the original group and evaluating their answers after they have had an opportunity to 
use the tools. Another layer o f  quality assurance will be to conduct future stakeholder surveys with different groups 
of applicants and compare those results with the initial results in order to improve future iterations o f the Manual.
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Responsibility Statement
Originally in the PMP an Applicant Accountability Affidavit was going to be created and implemented as a control 
measure. After receiving feedback from a key internal stakeholder, it was decided that a softer approach would be 
more appropriate and a Responsibility Statement would be substituted. This new language was included in the grant 
application where an applicant acknowledges responsibility for the information they provided, state and federal 
procurement rules, regulations, and guidance as it pertains to the RTP. This tactic accomplishes the same goal and is 
less offensive.
Implementation
The feedback gathered from all twenty-eight combined respondents was considered and incorporated into the 
Manual as was feasible and when not in direct conflict with the federal regulations and programmatic guidance. 
There are cases where applicants are unhappy or frustrated by things out o f the control o f the project manager. In 
those cases compliance with regulation and guidance prevail. Forty-two percent o f applicant respondents wanted a 
shorter application with all directions in a manual instead o f interspersed throughout the application document itself. 
The project manager was able to accommodate this and shorten the application by seven pages.
A majority o f respondents from both surveys identified the budget as being one o f the most difficult parts o f  the 
process. The project manager accommodated this by increasing the allowable space for the budget, having specific 
directions in the application instructions, providing an example o f  a successful budget, and including a list o f  
frequently asked questions. She will also focus on this area in future training opportunities and encourage applicants 
to have her office review their draft budgets prior to final submittal.
Many respondents commented that the Environmental Review process required for federal grant programs under the 
National Environmental Protection Act (NEPA) was challenging for them. While outside the scope o f  this project, 
the project manager will improve the guidance and instructions for this process and increase emphasis on this in the 
trainings prior to the next grant cycle. She will provide agency contacts and work with the agencies to make sure the 
information requested is necessary, and the forms are correct and streamlined. This effort has begun with the U.S. 
Army Corps o f Engineers and they are working with the project manager to strengthen their section o f  the review 
form.
Lim itations and R ecom m endations For Further Im provem ents and Changes
Limitations
The project manager is limited in the changes she can make because she must adhere to federal regulations and 
programmatic guidance. However, as exhibited by the many ways the RTP is managed around the country there is 
some flexibility and many good ideas out there to borrow from and incorporate within the required structure o f  
regulation.
Continuous Improvement
Through the process of evaluating the management procedures used for the RTP and through research into the best 
practices and lessons learned from other RTP managers nationwide, in addition to instituting requirements from the 
new 2 CFR 200, the project manager has identified several additional areas o f  the program that demand 
improvements and change. Applicant performance measures are now required by FHWA and will be part o f  the 
upcoming changes for the FFY16 grant cycle. Adding this protocol is out o f  the scope o f  this project but will assist
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with program improvement in two ways. First, having these expectations clearly laid out ahead o f time improves 
communication o f  requirements with applicants and fosters an opportunity for greater success by creating a 
performance management system. Because these standards will be a new addition to the process, the project 
manager will create opportunities to coach applicants toward success and has included discussion in the Manual. 
These performance standards will also help with the evaluation and review process necessary prior to 
recommendations for funding. They will provide the advisory board with new tools against which they can measure 
the applications and applicant performance.
As discussed earlier in this paper the program will adopt several new internal and administrative controls to help 
foster continuous compliance and improvement. The project manager is aware that these cannot be static 
improvements but must be assessed regularly to help strengthen effectiveness.
The PMP describes the Project as having two distinct phases. Phase 1 included development o f the products and 
Phase 2 was to implement them by posting them on the website. Phase 1 is complete but posting them to a website 
does not need to be a discrete phase. The real second Phase, which is outside o f  the scope o f this project, will be the 
actual utilization and further improvement o f  the products as useful and generalizable tools.
C onclusions
This paper discussed the background o f the RTP, identified the needs and goals o f  the project, discussed the 
methods used for research and analysis, and provided research conclusions. In addition this paper identified the 
products produced as a result o f  the research and how they will be utilized to continuously improve the program and 
its processes.
The project set out to accomplish two overarching goals, to help applicants become more accountable and help the 
RTP become more efficient. As discussed earlier in this paper, the predominant reason this project was initiated was 
to assist the majority o f  grant applicants with processes, regulations, and guidelines, increase comprehension and 
success, and reduce management time coaching and frustration o f applicants. To a lesser degree but intended to 
mitigate a higher risk, this project researched, created, and added supplementary legal language into the application 
that will serve to both add a layer o f legal protection for the DNR and remind applicants o f  their fiscal 
responsibilities when managing federal grant funds.
A secondary result o f the research and analysis for this project is the development and adoption o f multiple 
administrative and internal control measures as simple but meaningful tools that will also bolster the continuous 
improvement process.
Applicant Accountability
By including a statement o f  responsibility in the application the management team has employed an internal control 
to shift some risk and responsibility to the applicants and away from DPOR. Adding language to the application and 
requiring applicants to confirm their knowledge and responsibility may not actually make them more accountable, 
but may serve to make them aware o f  the gravity o f  the requirements and make the program’s administration more 
legally defensible in the case o f a program audit. The project manager learned that the conditions were ripe for grant 
fraud to occur and between the pro-active management o f  increased instruction and administrative controls, those 
conditions are now mitigated.
Process Efficiency
By surveying the management team members and the applicants the project manager was able to increase her 
knowledge o f  the risks and challenges associated with the RTP. With these inputs she was able to design and create 
a comprehensive Manual which is offered publically for all applicants or those interested in learning more about the
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program. The project manager will solicit applicant feedback at a minimum of once a year with the intent of 
developing continuous and iterative process and document improvement.
Requirements not identified and communicated is the underlying reason for applicant frustration and dissatisfaction. 
In addition, the increased tightening of these requirements has been uncomfortable for many. The most difficult part 
of this for the project manager has been that the requirements and expectations were not always clearly 
communicated to her and were identified through trial and error when working with the FHWA. Because of this it 
was not possible for the project manager to communicate these requirements to the applicants, making the process 
very inefficient.
Now that the program manager has experience with the new federal and state requirements she was able to 
incorporate those into an instruction manual and will be coaching applicants prior to the submittal date in 
November. This is anticipated to greatly improve the efficiency of the entire process. There is bound to be iterative 
change as new restrictions and requirements, and stakeholder needs are identified. The manual will annually reflect 
these changes.
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Appendicies
Appendix A: Research Data
Recreational Trails Program Applicant Accountability and Process 
Efficiency Project
Internal Management Team: Survey Data
Summary
In tern a l M a n a g em en t T eam  
S u rv ey  D a ta  S u m m a ry  by
Topic
Environmental
review
assistance
2
Budget
assistance
11
Reimbursement/.
Reporting
assistance
3
Schedule/Scope
assistance
1
Procedural 1
Technology 1
Assistance needs 18
Administrative 2
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Which areas of the RTP application process 
do applicants have the most difficulty with?
Answered: 7 Skipped: 1
Budget
preparation
Reimbursement
requirements
Following
application...
Following
reporting...
Environmental 
review »
Defining 
project scope
All of the 
above
Technological 
interface '
0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
Answer Choices Response*
Budget preparation 57 14% 4
Reimbursement requirements 28.67% 2
Following application instructions 28,57% 2
Following reporting instructions 28.57% 2
Environmental review requirements 14.29% 1
Defining project scope 14 29% 1
All of the above . 14.29% 1
Technological interface 0.00% 0
Total Respondents: 7 
Comments (1J
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How can we improve how we assist 
applicants?
Answered: b Skipped: 3
Increase the 
amount of...
n*. 39% 5n«* nn**. 7n*i. «n*i. on*. inn*.
Answer Choices Responses
- Improve the quality of documents we us* aero as the processes. 40.00% 2
Increase amount of applicant training available. 40.00% 2
-  Increase the amount of written reference or instructional material available to 0,00% 0
applicants.
Change the technological interface, 20.00% 1
All of the above 60.00% 3
Tola! Respondents 5
Comments (3)
j • Responses(3) | > m s ™
Categorize as,,. ▼ Filler by Category ■» * O
Sbov/suj 3 responses
I think clear, concise but thorough forms along with a matching web interface would make a world ot 
difference
1/2Q/201S 4:00 PM View respondent's answers
Suggest to the applicants that Ihey read the instructions - 1 know you do.
1/12/7015 11 15 AM View respondents answers
Provide direct assistence via emai, tax, text and phone contact
12/30/2014 5 51 PM View respondents answers
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What administrative controls can we 
include and employ to ensure grant 
contract compliance?
A n s w e r e d :  7 S k ip p e d : 1
Compare the 
approved bud...
Include 
information ...
Include a 
signed...
Add articles
to the contr...
Include more 
layers of...
0%  10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
Answer Choices
Compare the approved budget to the reimbursement request.
Include information In the Application Instruction and Information Manual that 
discusses grant fraud, and contract compliance.
Include a signed affidavit of responsibility to the required documents for application 
so applicants know from the beginning that they are going to be responsible for 
federal grant money and what that entails.
Add articles to the contract directing responsibility for compliance bock to grantee. 
Include more layers of oversight end approval.
All of the above.
Other (please specify) Responses
R esp o n ses  *
42.86% 3
14.29% 1
28.57% 2
28.57% 2
0.00% 0
57.14% 4
"I 14.29% 1
J •  Responses (1) jj t  Text A nalysis % H y C ategories
Categorize as... ▼ Filter by Category ^ * ©
Showing 1 response
Referencing or including requirements and responsibililtes Is necessary, but not sure affidavits are sending 
a positive signal to applicant
1/20/20 IS A 00 PM View resp ondents answ ers
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If you have experience with this, in your 
thoughtful opinion, what percentage of 
applicants need assistance with producing 
an adequately detailed and complete 
application?
A n s w e re d : 3 S k ip p e d : 6
5%
25*.
50%
100%
0% 10% 20% 30% 40% 50% 60% 70% 60% 90% 100%
Answer Choices R esp on ses
6% 0.00% 0
25% 0.00% 0
50% 0.00% 0
75% 33.33% 1
B etw een  75% and 99% 66.67% 2
100% 0.00% 0
Total 3
Comments (2 i
•  R e s p o n s e s  (2)
Categonze as.. F iller by Category o.
S h o v m g  2 re s p o n s e s  
10  %
1/12/2015 11 15 AW View respondent's answers
don't knov/
12/30/2014 5 51 PM View respondent's answers
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Referring to question above, why do you 
think this is the case?
Answered: 5 Skipped: 3
Q 5 [ Cuatomize : ; Export ▼ I
They ere very 
experienced...
They are very 
inexperience...
Applicant
experience...
They need more 
training,...
They don't ! 
care.
0% 10% 20% 30% 40% 50% 60% 70% 60% 90% 100%
Answer Choices
- They are very experienced grant writers.
They are very Inexperienced grant wrilere.
-  Applicant experience level is widely diverse.
• They need more training, direction, instruction, and/or reference materials. 
▼ They don't care.
Total
Comments (2)
Responses
0.00%  0
0.00%  0
100.00% 5
0.00%  0
0 .00%  0
5
J  •  Responses (2) ]j •  Text Analyses I %My Cateoades
Categorize as... ▼ Filter by Category ▼ * G
Showing 2 responses
They don't lake Ihe lime to check if their budget adds up Folks also have trouble with the tillable PDF (filling 
it out and saving it)
1/13/2015 9 58 AW View respondents answers
plus some donl seem to care, they are doing It becasue they are expected to or have to
1/12/2015 11 15 AW Viet r tspontienfs answers
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PAGE Z
What is the process area where applicants 
seem to need the most assistance?
Answered: 7 Skipped: 1
Customize Export ▼
Application
process
Project 
completion a...
Reimbursement 
process.
0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
Answer Choices Responses
* Application process 57.14% 4
♦ Project completion and adherence to approved scope/schedule/budget, 28.57% 2
’  Reimbursement process. 14.29% 1
Total
Comments (1j
J  •  Responses (1) j j
Categorize as.. Filter by Category ▼ 
Showng 1 response
this is the only side l see
1/12/2015 11 16 AW Vievr respondents answers
<* e
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What administrative controls can we 
include and employ to ensure grant 
contract compliance?
Answered: 7 Skipped: 1
Compare the 
approved bud...
Include a 
signed,..
Add articles 
to the contr...
Include more 
layers of...
All or the 
above.
Other (please 
specify)
0% 10% 20% 30% 40% 50% 60% 70% 60%
Answer Choices
Compare the approved budget to the reimbursement request
Include information in the Application Instruction and Information Manual that 
discusses grant fraud, and contract compliance.
Include a signed affidavit of responsibility to the required documents for application 
so applicants know from the beginning that they are going to be responsible for 
federal grant money and what that entails.
Add articles to the contract directing responsibility for compliance back to grantee. 
Include more layera of oversight and approval.
• All of the above.
Other (please specify) Responses
Total Respondents. 7
90% 100%
Responses - 
42.B6% 3
14.29% 1
28.57% 2
28.57% 2
0.00%  0
57.14% 4
14.29% 1
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R ecreational Trails Program  A p plicant A ccountab ility  and P rocess
E fficiency Project
A pplicant N eed A nalysis: Survey D ata
Sum m ary
Applicant Needs Assessment Survey 
Data Summary by Topic
Environmental review  
assistance
13
Budget assistance 21
Reimbursement/. 
Reporting assistance
13
Scneduie/Scope
assistance
3
Procedural changes 
wanted
7
Technology changes 
wanted
9
Assistance/Instructions 
changes wanted
28
Administrative 
changes wanted
19
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What have been your biggest challenges 
when applying to the RTP?
Answered: 1S Skipped: 1
Developing a 
project budget
P A G E  2
Q1 Customize Export ▼
0% 10% 20% 30% 40% 50% 60% 70% B0% 90% 100%
Answer Choices Rim  pons 03
Developing a project budget 57.89% 11
Environmental review requirements 52.63% 10
Technology: accessing or wording with available documents 21.05% 4
Reporting requirements 21.05% 4
Reimbursement issues 15,79% 3
Developing a project scope 10.53% 2
Developing a project schedule 5.26% 1
Access to instructions or training 5.26% 1
Finding someone to answer my questions 5.26% 1
Comments 14)
©2015, Darcy J. Bromley Harris
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Total Respondent 19
Comments (4)
•  Responses (4) 1
PRO FEATURE O
Use text analysis to search and categorize responses; see frequently-used words and phrases. To use 
Text Analysis, upgrade to a GOLD or PLATINUM plan.
Shov/ng 4 responses
Allowing enough time to gather required documentation and to complete the application
1/2ZX2015 9 41 AM View respondents answers
Conflicting information from instructions and program staff.
1/162015 3 47 PM View respondent's answers
Reporting is what the head shed complains about The environmental review isn't that bad Sometimes 
certain projects need sign ofls that obviously aren't germain Ex: a wetlands determination in rocky alpine 
terrain
1/162015 10 52 Al>l View respondent s answers
application wasn't always friendly with Mac - 1 think irs fixed
1/122015 6 40 PM View respondent s answers
U ^g flg *gJ Learn more »
Categorize as. ▼ Filter by Category ▼ * ©
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How would you like to see the application 
document improved?
Answered: 19 Skipped: 1
Q 2  Customize Export ▼
Fewer tolal 
pages
Expand 
allowable ap...
Expand 
allowable tp...
Change the
application...
Change
technologic*...
More written 
Instruction...
014 10% 20% 30% 40% 50% 60% 70% 00% 90% 100%
Answer Choices Responses
Fewer total oages 42.11% 0
Expand allowable space for budget sheet 42.11% 6
Expend allowable space for project narretiye 26.32% S
Change the application layout 15.79% 3
Change technological interface. If  you check this an ewer please enter your preference 
tor technological interface In the "O th e r  box below.
15.79% 3
More written Instruction within the application document 10 53% 2
Tolal Respondents 19
Comments (7)
©2015, Darcy J. Bromley Harris
Project Management Department, University o f Alaska Anchorage
0 3 Export
What kind of training or reference 
information or material, and in what format, 
would be helpful to you when navigating 
the application process?
AiivArrd 1‘ Skippril 5
Aniver Chocs* Responses
Written Response* 60 DOS 9
Video Response* 1X33% •
In-p tnon Response* 6.67% 1
Telephonic Response* 1X33% 2
Other Response* 2667S 4
| •  Responses (7) _______________________________________
PR O  FEATURE O
Use text analysis to search and categorize responses; see frequently-used words and phrases To use 
Text Analysis, upgrade to a GOLD or PLATINUM  plan
Upgrade Learn more »
C a t e g o r iz e  os, , »  F ilte r b y  Category ~ f  *  O
S h o w in g  7 re s p o n s e s
It is already greatly improved
1/72/2015 9 41 AM View respondents answers
saving and sending the application
1/2070 IS B 15  PM View respondents answers
I think this means have grant more user friendly or to open & use
1/207015 3 12  PM View respondents answers
NO M ORE written instructions in the application put all instructions in the "Instructions”
1/16/2015 3 47 PM View respondent's answers
Add budget justification attachment
1/13/2015 9 12 PM View respondents answers
It's not you. It's me
1/12/2015 6 40 PM View respondents answers
The budget page Is hard to use and does not provide space for specific information
1/12/201S 12 2 1 PM View respondents answers w
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Q 3
W hat kind of tra in ing or reference 
inform ation o r m aterial, and in w hat form at, 
w o u ld  be helpful to  y o u  w hen navigating 
the application p ro ce ss ?
A n s w e re d : 15 S k ip pe d : 5
i Export ▼
Answer Choices R esponses
j Written R e s p o n s e s  j 60.00V.
J  •  Res ponses (9) _______________________________________
PRO FEA TU RE ©
Use text analysis to search and categorize respon ses; see  frequenby-used words and phrases To use 
Text Analysis, upgrade to a GOLD or PLATINUM plan.
Upgrade Leam more »
C a t e g o r iz e  as ^  F ilte r b y  C a t e g o r y  ^  i o . O
S h o w n g  9 re s p o n s e s
Maybe one applicalion for all both grants isn’t very user friendly 
1/20/2015 3 12 P M  V m w  i e spo ndent s answ ers
The available instructions worked Tine for me 
1/16/2015 10 52 AM View respondents answers
How scoring is broken down and whal it takes to achieve full scoring
1/14/2015 7 31 P M  V ie w  re s p o n d e n ts  answ ers
Yes
1/13/2015 9  12 P M  V iew  re s p o n d e n ts  answ ers
exam ples or reports
1/13/2015 4 33 P M  V iew  re s p o n d e n ts  answ ers
Word program via computer program
1/12/2015 5  19 PM  V iew  re s p o n d e n ts  answ ers
Enviromental review requirements
1/12/2015 12 S6 P M  V ie w  re s p o n d e n ts  a n sw ers
Video R e sp o n se s  13.33 V,
•  Responses (2)
PRO FEATURE O
Use text analysis to search and categorize respon ses; see  frequenby-used words and phrases. To use 
Text A nalysis, upgrade to a GOLD or PLATINUM plan
upgrade Leam  more •
C a t e g o r iz e  o s  .. »  F ilte r by C a ie g o r »  ▼ Q.
Showing 2 responses 
short tutorial
1/20/2015 S 0 2  P M  V iew  re s p o n d e n ts  answ ers
Exam ples of successful projects
1/14/2015 7 31 P M  V ie w  re s p o n d e n ts  answ ers
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| O lh>« W t i p o i w  | 36.67% A
•  R e s p o n s e s  i4> i « m n
P R O  F E A T U R E  O
Use taxi analysis to ssarch and categorize responses: t i e  frequently-used w ord s  and phrases To  use 
Text Analysis, u pg race  tc a G O L D  Ol P L A T IN U M  plan
yfe»aa^ ^ m ^ e .
t a i r t o n i r  a> »  F i l i - i  I ) /  C rr te y u ry  ^
S h o w r u j  4 r e i o o n s e *
M ore exam ples ttKe those offered In 2014 -  exce len: Idea
1/ ? $ /2015 7 SB AM V iew  l e i p j o d e n r *  a n t i w i t
A  brie/explanabon of w hy a grant Is rejected will help grant writers gain experience
i / . \ \? n i '.4 i  av' S.V-- ii ipmninre ar%..*<%
Y o u  did a good job answering questions via  ematll
ICJOfZOIS 3 12 PM  Vfew  le ip s o O w f i  a n a v /e r i
Y o u  all ere fantasfic and ensv/er m detail Very professional
V 12/2015 6  40 PM  V p w  l e s p x x l t n l  a  a n s w e i i
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H o w  w o u ld  y o u  like to  se e  the  g ra n t  
a p p lic a tio n  p ro c e s s  im p r o v e d ?
A llo w  for more 
tim e betw een...
Im prove 
qu ality of...
A n s w e re d : S h ipped: B
90%  100%
Anawer Choices
A llo w  fo r m ore tim e betw een access 1o new  application and grant deadline. 
Im prove  quality of d o cu m ents, l.e. gram m ar, spelling, syntax, th o ro u g h n e ss  
Exp a n d  training oppo rtunities 
Total Respondents 12
Comments (fli
Responses
66.67% I
41.67%  I
33.33%
» Responses (8 )
PRO FEATURE
Use (ext analysis to search and categorize responses; see frequently-used words and phrases To use 
Text Analysis upgrade to a GOLD or PLATINUM plan
C ate go rize  as •» Fniei b y  C ategory i
Showng 8 responses 
none ofthe above
1/26/2015 7 56 AM  View respondent s answers
It is not your programs responsibility to train people There is a lot of grant training oul there Focus c 
clear application and help the ORTAB Board be consistent in how the applications are scored 
1/22/2015 9 41 AM  View respondent's answers
Removing letters of support if the project Is listed in a community or regional trails plan 
1/20/2015 b 15 PM View re s p o n d e n t answers
in cre a se  n o n  m otorized aw ard  from 5D K  to 100k 
1/202015 3 38 PM View respondent s answers
more room for dialog In many ofthe topics boxes
1/20/2015 3 12 PM  View respondent s answers
«■ 0
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increase non motorized award from 50K to 100k 
1/20/2015 3 38 PM View respondents answers
more room for dialog in many of trie topics boxes 
1/20/2015 3 12 PM View respondent’s answers
Ifs mostly a process of becoming familiar with the application It was much easier my second and third 
time through it I think most "improvements” come this way 
1/1&/2015 10 52 AM View respondents answers
Good process Good feedback Good ORTAB forum.
1/12/2015 6 40 PM View respondent answers
environmental revelc. process
1/12/2015 12 52 PM View respondents answers
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Q5 j Customize | \ Export ▼
H o w  w o uld  y o u  like to see the 
reim bursem ent p ro ce ss im p ro ve d ?
Answered: S Skipped: 15
D% 10* 20% 50% 40% 50% 60% ?0%  80% 90% 100%
Answer Choices Responses -
More co m m u n is t ion with Grant Administration Office 20.00% 1
Improve quality of docum ents, Le. grammar, spa I ling, syntax, thoroughness 40.00% 2
Expand m stiurtions or ttaimnp on ttie pioceis 60.00% 3
Total Respondents 5 
Comments (11)
J •Responses (11) 
PRO FEATURE
E E
Use text analysis to search and categorize responses; see frequently-used words and phrases To use 
Text Analysis, upgrade to a GOLD or PLATINUM plan
Leam more »
C*
Categorize as »  F ilter by Category ▼ Q. ' f j j
Showng 11 responses
Give Steve Neel a raise He spends a lot of time training and explaining lo grariees what they need to 
do
1/22/2015 9 4 1 AM View respondent's mswers
No problems with reimbursement process - great!
1/21/2015 11.09 AM View respondents answers
its fine
1/20/2015 6 15 PM View respondent's answers
would be nice lo be able to access some funds up front and follow v/ith backup <(c r organizations 
'/smaller cashflow)
1/20*2015 5 02 PM View respondent's aniwets
N A - i am nollnvolvad vlth Ihl portion ofthe process
1/20*2015 4 01 PM View respondent's answers
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j •R esponses (11)
PRO FEATURE O
Use text analysis to search and categorize responses, see frequently-used words and phrases To use 
Text Analysis upgrade to a GOLD or PLATINUM plan
Upafoti* Leam more »
C a tegorize  as ▼ F ilte i b> Category ▼ «  G
Showrra 11 responses
N/A - i am not involved with this portion of the process 
I / I O 'I O I S -4 01 P M  View  respondents  answ ers
Once again we're getting it figured out In the past we had trouble because some of our projects didn't 
run all during one time period because of environmental reasons This threw a wrench in the works, but 
we've worked around those problems for this next round 
i/16\201S ID 51’ AM View responded 3 answers
Straightforward I loke the advance payment option since I am a small club 
I/I2/2D15 6  40 PM  View re s p o n d e n t  answ ers
Happy with the process of reimbursement 
1M2/2015 S  19 PM  View respondent's answ ers
I'm good the way it Is
t / l l - 'lO IS  12 56 PM  V iew  respondents  answ ers 
Make process easier
i i  iZfTG 15 12 52 PM View im po m ie m s an a wets
Review electronic forms and make them more user friendly ____________________ __  1
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<36
H ow  can the S tate  T ra ils  P ro gram  O ffice  
help  im prove y o u r exp erien ce  w ith  the  
pro cess  from  a p p lica tio n  th ro u gh  
re im b ursem en t?
An BWf ii <1: 1 f1 Skippt-fl: 7
•  R e s p o n s e s  (1 8 ) [
P R O  F E A T U R E  O
U s e  text a n a ly s is  lo s e a rc h  a n d  c a te g o rize  re s p o n s e s , s e e  fre q u e n tly -u s e d  w o rd s  a n d  p h ra s e s  T o  u s e  Te x t 
A n a ly s is  u p g  ra d e  to a G O L D  o r P L A T I N U M  p la n
L e a rn  m o re  »
f ilfri l.y i. ;«If  pi<i , - o
Showng 18 resp<>ni«'
A djusting  tim e tab les for A laska specific  c o n s tru c t on tim e lines M any tra ils have been  rushed  to com pletion  
due to b udge t d ea d lin es  (not a lw ays the fau lt o f R TP ) Trail b u ilde rs  shou ld  rea lly be w rap p ing  u p  native  soil 
tread  w o rk by 9 /1 5  of each  year
IC ’ C O O IS  7 5 fl M i  V ie w  r u p o f x i w i l i  a n w e r s
Have c le a re r ins truc tions  for a pp ly ing  for perm its and have  the correct phone num bers for perm itting  
agenc ies
\ r2 2  2 0 1 S 10 Of* AJv» V w v i r e s p o n d e n ts  a n s w e rs
I th ink  it is a g o o d  program
I I 9  41 A M  V ie w  re s p o n d e n ts  a n s w e rs
It w o u ld  be w o nd e rfu l if g rants w ou ld  be cons ide red  for fun d ing  seasona l tra il start
1/1' 1/20 IS  I t  l » M <  V ie w  re s p o n d e n t  s a n s w e rs
C o ns is t a nd  easy  g u ide lines  for the b ud ge t The past year w ith  Fed aud itors  w as a p a in  More fle x ib ility  with 
the bud ge i s in c e  th ings  change  from  the app lica tion  to p ro jec t construction  This is a Fed issue  though
1 /2 0 :2 0 IS  8  15 F*M V ie w  r e s p o n d e n ts  a n a v /e ra
I'.at-eyorije n* Filter C-Jleyory »
S h o w iV | 18 re s p o n s e
» O
As a submitter and reviewer of RTP grants I found that the application and review process didnt seem to 
flow/mesh well The first 10 pages or so have a lot of e>traneous/duplicative information which ends up being 
included In the application. It takes up real estate when you are only allowed to submit 50 pages and as a 
reviewei you have lo wade through IL Requiring three quotes up front for construction costs Is difficult Tough 
lo convince contractors to provide the bids when there is no guarantee that the project will even be funded 
Its not like you are calling to ask the price of an item lo be purchased off tfie shelf I believe using historical 
projecl costs to justify the budget is more accurate and doesnt tick off your potential bidders 
1 '7CT2Ql*'i 4 01 View  re s p o n d e n ts  a n sw e rs
fill out NEPA after award of grant
1/?B'?r)1S 3 3T PM View  respondents ansv/ers
User friendly document=accessibilrty space to wrile
t -7 0 .v o is  3 i r  p m  v tow  r * ip o tio e n fft
Provide clear instructions If something »s a M UST, make <* a M UST Some applicants devote a lot of time to 
following the directions yet are compared to applicants tfiat did not submit complete applications
I ’ lb -'S 0 1S 3 4~ P V  Vtew re s p o n d e nt s a n sw e rs
Ha iris, Darcy M SP M  686B SPR 2015 Appendix B
©2015, Darcy J. Bromley Harris
Project Management Department, University o f Alaska Anchorage
Categorize as » Filter l'*v Category *■ f l
Showing 16 responses
An/ stream-lining would help It look me about 40 hours lor the two RTP applications A managable amount, 
clearly worth the effort lor what we re potentially getting, but we'd hate lo see that cost go up 
|/I6<20is lo s t!  a m  view responnenrs answers
Feedback alter the process is complete, seeng how the ORTAB board scored the application Understanding 
where the subjective areas ol the application are located and how to achieve full scoring
1/14-rtroIS 7 31 Pkl View respondents answers
I understood 80/20 matchwas required over the tile of the project but only later found out it was required lor 
each reimbursement This was a surpnse and is challenging me
1/13/2015 9 17 PM View respondent's answers
This is the beat grant process I have encountered and I have gone through 10 in A laska I like that the ie  a ie  
options for funding but I donT really like the EXACT AM OUNT m atch ing requirem ents Nothing is exact and 
projects are in constant flux I Hunk setting a m inim um  is fine, but In excess shou ld  be accepted
I ve always had good response w henever I em ail a question or prob lem  apprecia te  the com m unica tions
1/ 12/2015 5 19 PM View respondent's answers
Earlie r notification on g ran t approval w ou ld  be help fu l The time line is tigh t betw een notification and
construction season start up
1/12/2015 12 56 Pt.' View respondents answers
Sim plify &/or re-design the ER program m atic agreem ent stipula tions - there are th ings in stip#2 th a t shou ld  
be catigonca lly  excluded
1' I 2 2016 12 5? P13 View respondents answers
The reporting  forms require  specific  inform ation but the technology and form at often m akes it hard to provide  
this inform ation Other than that my experience has been great
1/12 7015 12 21 PM View respondents answers
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Alaska Division of Parks and Outdoor Recreation
Recreational Trails Grant Program
Application Instructions and Information
Revised April 2015
The Department of Natural Resources, Division of Parks and Outdoor Recreation (DPOR) administers the 
Recreational Trails Program (RTP). DPOR offers this competitive, reimbursable and matching trail grant for 
developing and maintaining public recreational trails and related facilities, and for safety and educational 
projects.
The Outdoor Recreation Trails Advisory Board (ORTAB) reviews grant applications and makes grant­
funding recommendations to the Director of DPOR.
These instructions are intended to provide information and application assi stance to grant applicants as well as 
describe the requirements for participation in this program, the application process, and administration of the 
grant through project completion.
Please read this document carefully.
Questions concerning this program and these application instructions should be directed to the DPOR Grants 
Administrator or the State Trails Program Coordinator.
We look forward to working with you to develop vour trail grant application.
Department of Natural Resources. Division of Paries and Outdoor Recreation 
550 W 7th Ave, Suite 1380 
Anchorage AK, 99501-3561
Information can also be found on our website:
www.alaskastatetrails.org
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Program Introduction
Program Background
These instructions will guide applicants through the grant application process for the RTP. The purpose 
of the RTP is to develop and maintain recreational trails and trail-related facilities in Alaska for both non- 
motorized and motorized recreational trail uses. Grant funds are available for recreational trail 
development and repair, and environmental protection and safety/education programs relating to 
recreational trail use (please refer to specific definition in Part A of an eligible Safety/ Education project). 
This program offers 80/20 federal matching funds on all projects, except for Alaska State Parks who uses 
a 90.97/9.03 match ratio.
This program is unique in that, legislatively it is specified that 30% of the funds must be expended for 
projects that are strictly motorized, 30% will be spent on projects that are strictly non-motorized, while at 
the same time encouraging the development of projects that provide for multiple uses, 40 % must be spent 
on projects called d iversified . Of the Rinds available for the RTP, a maximum of 5% may or may not be 
used for safety and education focused projects and it is up to the state to make this decision. This program 
was first funded in 1993 through the Intermodal Surface Transportation Efficiency Act (ISTEA) and was 
called the National Recreational Trails Fund. Since that time, this program has funded over 440 trail 
projects in Alaska, and over 20,500 trail-related projects nation-wide, including urban greenways, nature 
centers, and horse, hiking, mountain bike, and motorized trails, as well as snow and water routes.
Funding Source
The RTP is funded from the Federal Highway Trust Fund managed by the U.S. Department of 
Transportation, Federal Highway Administration (FHWA), which is funded from a percentage of federal 
fuel taxes. That money is allocated through the current Highway Transportation Bill, Moving Ahead for 
Progress in the 21st Century (MAP 21) where it continues the Recreational Trail Program as part of 
federal surface transportation funding.
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Part A: IMPORTANT ITEMS YOU NEED TO KNOW
Frequently Asked:
•  This is a reimbursement program; therefore the grant recipient must pay 100% of the cost for any 
eligible project line item before submitting a request for reimbursement.
• A recommendation for funding is not a guarantee of funding. Only projects that meet the public 
benefit criteria defined in Part A of this document, demonstrate an appropriate state of readiness 
to begin work (shovel-ready), and have been recommended by the Outdoor Recreational Trails 
Advisory Board (ORTAB ) and the Director of the Division of Parks and Outdoor Recreation will 
be forwarded to the FHWA for formal approval.
• Non-profit organizations and public agencies are eligible to apply for the RTP grants.
(Businesses and individuals are not eligible for the RTP).
• Current grantees may not have two grants open concurrently with the same scope of work or 
exact title. Current grantees are eligible to apply for completely different projects or different 
phases of the same larger project. (EX: Happy Trail phase 1 and Happy Trail phase 2 could be 
considered two distinct projects even through the names are similar, if the project scopes were 
sequential phases of the same project.) These phases may not be open at the same time.
• Applicant has obtained, or is in the process of obtaining, (ex: early-entiy authorization) 
landowner authorization for project work from all relevant landowners whose land the project 
crosses, unless the project is for safety and education or an equipment purchase, and has no land 
impact.
• Per 23 U.S.C 206 All trail development projects must have support from, or be generally referred 
to in a land management plan that has been adopted by a local government, state or federal 
agency. Source and specific language must be included with this application. Please refer to the 
current Statewide Comprehensive Outdoor Recreation Plan for support.
• Projects should have a resolution of support from a local governing body. This can be a Tribal 
Council, Community Council, Municipal or Borough Assembly, etc.
• All projects will need three letters of support from local community organizations or the public if 
they are (NEW) not within a designated State Park area. Those projects within State Park areas 
please include one letter from the Citizen’s Advisory Board showing that this project has priority 
in your Park. If you are submitting letters, please limit your submission of support letters to 3.
Grant Cycle
• Application documents are available August 15th at this location:
http://dnr.alaska.gov/parks/grants/trails.htm . Please use new and updated documents. Outdated 
applications will not be accepted.
• Mandatory public notice posting deadline: October 15.
• Applicants must submit their application to the State Trails Program Coordinator 
electronically and by mail. All applications must be received electronically (by email) 
November 15 AND postmarked by November 15th, unless you are unable to send it 
electronically, and have made special arrangements to only mail a hard copy.
• Applications sent to ORTAB mid-December
• ORTAB meeting in Anchorage, January or February
• Tentative Award Announcements -  March
• Agency Review -  March/April
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• Grant Agreements -  Dependent on agency review and federal approval, before September 31 
(end of federal fiscal year).
Community Involvement
Before applying for a grant, it is important to spend some time discussing project needs, goals, and 
expectations with your local trails community. Gamer user support. A little pre-planning will pay 
dividends down the way. Start small and do not overestimate what you can accomplish. Many larger 
projects fail because they are too ambitious and do not have clear goals or agreements among important 
stakeholders.
Consequences
Consider potential consequences of your project such as environmental, historical, and archaeological 
impacts (these must be documented and minimized), permits (you may need to obtain various permits 
prior to obtaining approval), and possible opposition (some people may oppose your project for various 
reasons, including concerns about property rights, liability, safety, or historic and environmental impacts). 
An applicant should review the work plan and staff resources to assess a contractor’s ability to take on the 
proposed project.
Ask Questions
DPOR staff is available for assistance with grant application and technical assistance until the application 
deadline. Contact information is located in Appendix A.
Tentative Approval
After the ORTAB makes their funding recommendations RTP awards are tentatively approved by DPOR. 
At that time, applicants will be notified of tentative approval and must wait for FHWA project 
determination and funding approval. Notice of tentative approval is not a guarantee of funding. After 
FHWA has completed its review and signed the federal agreement, DPOR staff will execute a grant 
agreement with successful applicants. Funds will not be available for reimbursement to any applicant 
until state and federal agency review is complete and environmental review conditions are satisfied. Any 
money spent on a project BEFORE a signed grant agreement is in place will not be reimbursable. Please 
also see the P ro cu rem en t a n d  R eim bu rsem en t G u idan ce  section in Part B of this document or call for 
details.
Only One Application Choice
Trail Development, Maintenance, Acquisition and Assessment projects, and Trail Safety, Signing, and 
Education projects now use the same application. If you are applying for a Safety, Signing, and Education 
project, please check the appropriate box in Section 4, Project Category, of the application, AFTER you 
read the Definition of a Safety and Education Project in Part B of this document or below in the 
Permissible uses section to ensure your project fits the criteria.
Permissible Uses of Funds
Public Benefit
All projects using federal grant funds must have public benefit, be accessible, open and available to the 
general public, or targeted to a broad segment of the general public. Federal grant funds should not be 
used for projects that have such limited capacity that only a few paying (or potentially paying) guests 
have access to the product of the project. The portions of a project using federal grant funds must be open 
for general public use or viewing at all times and when visitors are likely.
Due to the variety of project proposals, it is possible that while a proposed project may satisfy the 
eligibility and rating criteria, the completed project may not provide adequate public trail use 
opportunities. Therefore, the DNR reserves the right to disqualify proposals in which:
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1. Costs exceed the general public benefits.
2. The project only benefits a small number of people.
3. The project is not shovel-ready.
4. The site requires intensive and high-cost future management.
5. Any other situations where the public benefit will not justify the federal investment.
6. Adequate control and tenure of property is not provided.
7. The project manager failed to post the mandatory public notice.
***This list is not comprehensive and other reasons for disqualification may be determined as projects are 
reviewed. When a project is disqualified for any reason, the project sponsor will be notified in writing.
Permissible uses
Trail Development, Maintenance, Acquisition and Assessment
Development and repair or restoration of existing trails,
Development and rehabilitation of trailside and trailhead facilities, bridges, signs, and trail linkages, 
Purchase and lease of trail construction and maintenance equipment, (check rules for match requirement) 
Construction of new trails (with restrictions for new trails on Federal lands),
Acquisition of easements or property for trails, and 
Assessment of trail conditions for accessibility and needed repair.
Safety, Signing, and Education Projects
Development and dissemination of publications and operation of educational programs to promote safety 
and environmental protection related to the use of recreational trails, including supporting non-law 
enforcement trail safety and trail use monitoring patrol programs, and providing trail-related training 
(limited to 5 percent of a State's apportionment, but not required). These projects must offer training or 
materials either free lo the general public, or at a very minimal cost, also see Public Benefit section 
below. All reimbursable expenses must be allocated to educational materials.
Allowable Labor Costs (NEW)
Labor costs, including force-account labor and contractual services costs that are directly related to and 
required for completing the project are acceptable and may be reimbursed. Costs shall be based on the 
actual wage or services rate paid. Project management, project administration, and all indirect costs are 
ineligible.
Non-Permissible Uses o f Funds
Grants are for general public purposes and benefits (seep u b lic  ben efit section in this document). They 
are not intended to provide financial gain to any individual, business, or organization. Applicants must 
comply with all ordinances, laws, and regulations. Misappropriation of grant funds, or other fraudulent 
activities may result in criminal prosecution and loss of eligibility to apply for future DPOR or FHWA 
grants.
Grant funds may not be used exclusively for planning, assessment, engineering, or designing. Grant funds 
may be used for some project planning, assessment, engineering, or design costs as long as those costs are 
incidental to one of the permissible project types listed above. The rule of thumb is that this money is 
intended to be put on the ground in the form of a recreational trail asset (shovels in the soil), ff your 
project can be put in a binder on a shelf and forgotten, it will not meet the intent of this program. 
Furthermore, grant funds may not be used for planning, designing, developing, or maintaining paved 
sidewalks and trails along roads, which are primarily intended for transportation rather than recreation.
An exception would be a trail that forms an important missing link between two existing recreational 
trails or recreational trail segments, or trails in rural parts of Alaska used for transportation, subsistence, 
and recreation.
Grant funds may not be used to pay for food, drink, gratuity, tax, or court costs involving litigation.
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However, these costs (except for alcohol) may be documented and used as part o f  the matching 
requirement i f  they are directly related to the accomplishment o f  the proposed project, and i f  they are 
incurred within the grant term. Only approved budget items w ill be permissible uses o f  grant funds.
* The one exception is food for remote spike camps essential for the com pletion o f  the project. If the 
crew cannot go home at night or access places to buy food, then it is considered remote. These food costs 
must be clearly identified in the proposed and approved budget as such, and must be reasonable and non- 
excessive (basic camp food, not steak and lobster). This spike camp food may not simply be identified as 
“p er diem ” or “subsistence”. These terms have different and ambiguous meanings and should be 
clarified.
Overhead and Indirect Costs i "s i W )
This grant is intended to m axim ize money on the ground in the form o f  trails and associated facilities for 
the maximum number o f  people. The regular operating expenses such as rent, building upkeep, utilities, 
and all fixed costs associated with a supporting a non-profit, agency, or club w ill not be allow ed. Only 
direct costs that can be identified specifically with a particular final cost objective directly related to a 
trail project are eligible.
G rant Fraud
A grant agreement is a legally binding contract; grantees are obligated to use their grant funds as outlined  
in the agreement and to act with integrity when applying for and reporting their actual use o f  funds. 
Grantees are also obligated to properly track the use o f  the funds and maintain adequate supporting 
documentation. If you are not sure what constitutes federal grant fraud, and what the associated 
consequences are, please fee! free to contact our office or visit one o f  the follow ing websites:
http /Awvw. grants.gov/docum ents/19/18249/G ranl+l-'raud/76cd8f66-7036-475c-9fl3-b7a89a00444b
http //w w w . justice.eov/oiu/hotline/docs/G rant fraud Presentation, pdf
http //w w w .iustice.gov/oig/
Part B. Application Process
Application Submittal
Trail Developm ent, Repair, Acquisition, and Assessm ent projects, and Trail Safety, Signing, and 
Education projects now use the same application. Please use the NEW  application and instruction manual 
available each year after August 15. The link to the fillable .pdf application is available on the State Trails 
Program website: htto;//dnr.alaska.gov/parks/grants/trails.litm . M any o f  these requirements have com e  
from the advisory board. Hint: your project may score better i f  you fo llow  directions and the reviewers 
find it easy to go through your application package.
1. Each applicant should submit a bound (with paper clip only) and doubled-sided paper-copy 
application for each project. Consider keeping one com plete copy for your files. Please do not put pages 
in protective sleeves or binders, or staple. This makes it very labor-intensive to reproduce.
2. Each applicant should submit an electronic copy o f  the entire application, excluding large 
reference documents, to which one can simply reference and include a link to its online location, i f  
available. If you are unable to send the application electronically, contact the State Trails Program 
Coordinator prior to the due date to arrange sending only a paper copy. After submission, make sure you  
have received a confirmation email that your application has arrived in a useable form by the due date. 
Applications submitted in an unusable format w ill N O T be considered for funding. If there are any 
questions about submitting the application please contact the program staff.
3. Each application should include all pages and all necessary supporting documentation, in the 
same order and clearly labeled as outlined in the application. Please clearly label with letter A N D  title o f  
attachment to help the reviewers find the attachments. This w ill allow  DPOR staff and the ORTAB to  
work through the review and evaluation processes more effectively and efficiently.
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4. In addition, please include ONE .pdf of the entire package scanned in order. This was a special 
request by the ORTAB.
5. Submitting your application with these criteria will allow for the application and approval 
notification timelines to be met as quickly as possible. Because there are commonly over 40 RTP 
applications the ORTAB and DPOR staff are required to review and score, please adhere to these 
requests AND limit your application to about 50 pages.
6. Please include the name of your project in the subject line of every email about your project. We 
have up to 100 RTP grants open at any one time and this helps us to keep track of each specific grant. If 
you label your email “RTP grant” it is not specific enough.
Procurement and reimbursement guidance
Federal O ffice o f M anagem ent and Budget C ircular 2 C FR  200 (M  W)
The newly adopted Office of Management and Budget (OMB) “Super Circular” 2 CFR 200 took effect 
December 26,2014. State, local and tribal governments, non-profit organizations, and educational 
institutions must follow the cost principles outlined in OMB circular 2 CFR 200. The following web 
address is a link to the entire circular: hllp://www.ecfr.aov/ctii-bin/text-idx?node=2:1.1.2.2.1 .The new 
general guidance from this CFR is interspersed throughout this instruction manual. If you have specific 
questions about how this may affect your particular project please contact the State Trails Program Office.
G rant A greem ent
DPOR will execute a grant agreement with each successful applicant, and the grant agreement will set 
forth terms and conditions of the funding award, including a budget. Grant agreements are reimbursable. 
That is, DPOR will reimburse a grantee for expenditures provided that expenditures meet applicable laws 
and regulations, and are detailed in the approved budget and schedule prior to expenditure. To be eligible 
for match, project costs must be incurred after the federal project approval date.
Reimbursements will only be made within the grant’s period of performance. Therefore, money cannot 
be spent on your project with the expectation of reimbursement, until a grant agreement is in place, which 
requires the signatures of both the applicant and DPOR.
One Exception: The only costs incurred prior to federal project approval that are eligible for retroactive 
reimbursement of the match requirement are architectural/engineering, archaeological literature search, 
or environmental review permits (such as a SWPPP or MLW land use permit) that were included as pre­
agreement costs in the grant application. Donations of equipment, labor, cash, and materials must be 
contributed after federal grant approval.
By signing the grant agreement, the grantee promises to abide by the grant contract’s terms and 
conditions. A grantee must comply with all applicable ordinances, laws, and regulations. Applicants are 
strongly encouraged to review the new 2 CFR 200 Circular from the OMB for additional information on 
cost principles associated with federal grant programs. Misappropriation of grant funds can result in 
criminal prosecution and loss of eligibility to apply for future DPOR grants. Please also refer to the 
sections on non-permissible uses of funds and grant fraud.
Period o f  Project Perform ance (N EW )
Plan ahead! This program is intended to fund “shovel-ready” projects. The grantee’s agreement with 
DPOR has a maximum two (2) year term, unless otherwise specified or amended. ***However, in order 
to avoid appearance on the FHWA “In a c tiv ity” list, there must be at least one significant project billing 
within 10 months of FHWA grant approval (the date FHWA signs the agreement- NOT the date that you 
sign the agreement with DPOR). A grantee should avoid this list because to FHWA it is the first step 
toward de-obligation of project money. Please plan your project accordingly. If you have questions about 
this please contact the State Trails Program Office.
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Plan ahead! According to 2 CFR 200 the applicant must choose a project end date for the approved grant 
contract with FHWA and DPOR. This date will be unchangeable unless there is significant scope change 
or serious circumstances out o f  the grantee’s control (major earth quake, flooding etc. - N O T simply 
leftover funds) and an official project amendment is made with and approved by FHWA. Any significant 
changes that require an amendment from FHWA w ill trigger establishment o f  a new federal aid package.
Plan ahead! A ll reimbursement requests must be submitted to DPOR within 30  days o f  the project end 
date that you choose. At that time the DPOR will request reimbursement from FHW A. At 90 days after 
the final project com pletion date, no more reimbursement w ill or can be made.
Force A ccount Labor and Little Davis Bacon;
Grantees performing project work with their own em ployees or volunteers, otherwise known as fo rce  
Account labor, are not subject to the Little D avis Bacon Act (LDB A) requirements. However, i f  the 
grantee enters into a subcontract to perform a public construction project, the project will be subject to  
LD BA  requirements. A public construction project is defined in AS 36.95.01013'). Without the existence  
o f  a contractual relationship between the grantee and a third party performing the work, Alaska Title 36 
does not apply. For more information and to request a determination, please contact the State Department 
o f  Labor and Workforce Development. Labor Standards and Safety D ivision. Wage and Hour Section  
(contact information can be found in the State A gency R eview  section o f  these instructions).
Davis-Bacon:
Any RTP project within the right-of-way o f  a federal-aid highway must pay prevailing w ages to all non­
volunteer labor. If a proposed project includes work within an existing highway, contact the A.Iaska 
Department o f  Transportation to determine i f  the highway is a federal-aid highway. If it is, the applicant 
must contact the Alaska Department o f  Labor for prevailing wages for the project location. These w ages 
are the minimum to be paid on the project. A contract for the labor must be made prior to the beginning  
o f  construction. The applicant should be aware that these wages are subject to change and the correct 
wages must be verified by contacting the appropriate regional office o f  the Alaska Department o f  Labor. 
W age and Hour o ffice .
Procurem ent:
Grantees are required to procure supplies, materials, equipment, and services in a manner that is fair and 
reasonable (think: you are spending your own money); if  the grantee works for a state agency, they must 
also fo llow  the State o f  Alaska procurement law. The grantee shall attempt to solicit at least three quotes 
when the purchase price for equipment or an individual supply or material order is over $1,000. For 
purchases o f  equipment over $5,000 and having a useful life greater than one year, all grantees must have 
federal and state approval prior to purchase. Applicants should remember to include shipping and freight 
costs, i f  applicable. Reminder: for slalc agencies, the $5,000 procurement limit includes all shipping and 
handling charges. Please refer to the General DNR Procurement Requirements in the table below . If you  
have any questions please contact the State Trails Program O ffice BEFORE you buy.
General DNR Procurement Requirements
Order Value Minimum Quote 
Requirements
Purchase Document 
Requirements
Payment Document 
Requirements
Less than 
$1000
> S o lic it  A la sk a n  firs t
> Common Sense
> Pretend you are spending your 
own money and you are on a 
tight budget.
> Verbal orders OK
>  D e liv ery  O rd er  (D O ) 
req u ired  for " c lass A "  
prop erty  — see your 
Property Custodian
> Copy of DO to 
DNR/SSD/Admin
> Coded and approved 
invoice listing items and 
costs
From $1000 
up to and including 
$5,000
> S o lic it  A la sk a n  f irs t
> Reasonable and adequate 
competition
> Written Order Document 
(DO, Stock Request, PO, 
etc.) recommended.
> Coded & approved invoice 
referencing order number if 
one was issued
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> Solicit 3 verbal or written quotes 
whenever possible
> Complex purchases should be in 
writing, i.e. construction, 
maintenance or more complex 
equipment/ services
> D e liv e r y  O rd er  (D O )  
req u ired  for all p ro p erty  
item s -  see Property 
Custodian
> Copy of order to 
DNR/SSD/Admin
> Written order document if 
one was issued
Greater 
than $5,000
> Submit purchase requisition (PR) 
to DNR/SSD for processing
> Written Order Document 
will be prepared by 
DNR/SSD
> Coded and approved 
invoice referencing 
order/contract number to 
DNR/SSD.
***Reminder: If you are caught violating the rules, you will be judged in accordance with DNR policies 
and procedures and AS 36.30, the State Procurement Code, A S  3 6 .3 0 .9 3 0 .
Equipm ent Purchase:
Equipment purchased with grant funds is the property of the State of Alaska, and must continue to be 
used for the purposes specified in the specific grant agreement. When equipment is purchased with grant 
funds, DPOR staff will issue an inventory tag for placement on the equipment and the equipment will be 
listed in DPOR’s equipment inventory. The grantee is responsible for all maintenance and care of the 
equipment for the useful life of the equipment or five (5) years whichever is shorter. If a grantee is no 
longer using the equipment for the purposes of the grant, the state, at its option, may request the grantee 
refund to the state the current market value of the equipment, return the equipment, or transfer the 
equipment to another organization that will use it for the purposes originally intended in the grant.
Buy America (NEW)
“B u y A m e r ic a ”, which is specific Congressional Law for USDOT funding, is different than “B uy  
A m erica n ” . Buy America provisions apply to steel and iron products that will be purchased with RTP 
funds and permanently incorporated in a project funded under Title 23 including Recreational Trails 
Program projects. This includes trail construction and grooming equipment, bridges, large culverts, sleds, 
ATVs, Snowmachines and attachments, trailers, etc. All manufacturing processes, including application 
of a coating, must occur in the United States. Steel materials of foreign origin may be used up to a total 
project value of $2,500. This threshold applies to the entire project regardless of fund source. If the value 
of steel or iron on a project exceeds $2,500, the project sponsor shall submit a certification from the 
supplier(s) that the steel was manufactured and processed in the USA. This certification must be 
presented prior to requesting reimbursement for these costs. If your organization wants to purchase a 
unique piece of equipment only manufactured outside the United States a waiver must be submitted. A 
waiver must consist of clearly described reasons that address the following provisions why foreign steel 
must be purchased.
1. (Purchasing otherwise is) Inconsistent with the public interest.
2. (The equipment or materials are) not produced in the US in sufficient quantities and satisfactory- 
quality.
3. (Purchasing foreign steel is 25% cheaper) domestic steel will increase the cost by more than 25%.
There is no template for a waiver and no list of “approved” manufacturers or distributers. Each 
circumstance is evaluated on a case-by-case basis and posted on the FHWA website for public review. 
These waivers are only reviewed and approved by FHWA on a quarterly basis and can take months to be 
complete. If you think you will need a waiver for your project please begin the process as soon as 
possible. Get more information about the Buy America Act and review other projects requesting waivers 
at http://www.thvva.dot.gov/conslruction/contracts/waivers.cfm .
D isadvantaged Business Enterprise:
To participate in the RTP, grantees must comply with Disadvantaged Business Enterprise (DBE) 
stipulations and are expected to make good faith efforts to provide DBEs with the opportunity to compete 
for work. The Department of Transportation, Civil Rights Office, maintains an up-to-date list of qualified 
DBE firms, including information on services offered and firm contact information. To obtain DBE
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information, visit the following web page at httn://\v\v\v.dol.stale.ak.»s/cvlrts/director\ .slitml.
Compliance with DBE requirements will be the responsibility of the applicant. Should the applicant have 
any questions on the DBE requirements, please contact the Department of Transportation, Civil Rights 
Office at (907) 269-0846.
G rant Funding A m ounts
Grant funding amounts may be requested for non-motorized and diversified projects up to $50,000; the 
minimum requirement is $5,000. DPOR has increased the motorized trail project limit to $100k; the 
minimum requirement is $5,000. To qualify, these motorized projects must be for development or 
improvement of predominantly motorized trails (not just purchasing machinery to be used on a non- 
motorized trail). If you have questions about if your project idea will qualify, please call the State Trails 
Program Office.
M atching Retm irem ent for the Recreational Trails Program
This program allows for a federal grant share of 80% for most applicants. The applicant is responsible for 
the remaining 20% of the total project cost. The matching share may include volunteer labor, in-kind 
services, cash donation of private funds, or materials and services at fair market value. Federal agencies 
applying for grant funds must provide a 5% non-federal match of the total project cost. NOTE: This 
program offers a match ratio for Alaska State Parks’ projects of 90.97/9.03.
The budget sheet will NOT auto calculate match for you. Please Do Not try to show more than the 
required match on your application. It may encourage FHWA to change your match ratio.
M atch Form ula: Grant Funds Requested (divided by) 80% = Total Project Cost
Total Project Cost (times) 20% = Match Requirement. Please use a calculator and be certain vour
match amount is correct on your budget sheet. This will save time later if  vour project is approved.
For example, $50,000 requested in grant funds (federal share) will have a total project cost of $62,500 
($50,000/80% = $62,500). To determine the match requirement of 20%, $50,000 / 80% = $62,500*20% = 
$12,500. Therefore, this project’s total project cost = $62,500, and the match requirement = $12,500, 
with grant funds providing $50,000 of the project.
IM PORTANT: If you are using volunteer hours for match, the work those volunteers do must be included 
in the scope of the proposed project. For example: Your project is to buy a piece of trail construction 
equipment. Bui lding a segment of trail using that equipment with volunteer labor MUST be within the 
written and approved scope of work if you are going to use those volunteer hours as match. If you do not 
have any project work identified in the scope of your project and it is just to buy a piece of equipment for 
trail work, the match must be cash. If you identify future, unconfirmed, volunteer work as match for 
equipment in this manor your application will not move forward to the next stage of review.
R eim bursable Program s
Successful applicants must execute a Grant Agreement with DPOR prior to beginning the project. 
Expenditure cannot occur with the expectation of reimbursement until a Grant Agreement is in place. This 
requires signatures from both the Grantee and DPOR. Reimbursement can only be awarded for 
expenditures incurred within the grant timeframe. Applicants are required to expend funds and complete 
portions of the project before applying for reimbursement.
Note: It is important to clearly document all expenditures throughout your project to guarantee a smooth 
reimbursement process. When submitting documentation for reimbursement, the grantee must ensure that 
the expenditures are within the project scope and on the approved budget within 10% of the estimated 
cost. Paystubs and receipts, not invoices, will be required.
Property and/or E asem ent A cquisition
If an application proposes to purchase property, the application must include legal descriptions of the 
property to be acquired, names of property owners whose property is to be acquired, and a letter from
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property owners indicating their willingness to sell. If a grant is approved for acquisition, additional 
coordination will be required.
Public Access
The public must be assured legal access to trails and trail related facilities developed or maintained with 
RTP funds. If any portion of a trail project is on private land, the applicant must obtain documented 
permission from the landowner for public access for a minimum of 5 years (into the future). Projects on 
public land must have documented approval from the land manager and access assured for at least 10 
years (into the future). The grant applicant must obtain these assurances prior to submitting an 
application. If the grant is for winter access, public access need only be assured for the life of the grant. 
Applications missing landowner permission to access will be considered incomplete and ineligible.
L and M anagem ent Plan
Proposed projects should be a community or area priority or referred to by type in an area land 
management plan and not just be ad-hoc. Within the application, provide documentation that the proposed 
project is in some type of land management or area use plan approved by the local government or 
governing body in the project area. For example the project may be listed as a community priority in the 
Statewide Comprehensive Outdoor Recreation Plan or SCORP. There will be a new SCORP issued 
before the end of 2015.
E nvironm ental R eview
Eveiy applicant must fill out an Environmental Review Checklist (ERC) unless they have a “categorical 
e x c lu s io n This checklist is part of the National Environmental Policy Act (NEPA) process and is 
required by federal law. This shows the reviewers that the applicant has gone through the process of 
thinking about the environmental impacts of their proposed project and has contacted all of the necessaiy 
agencies, and acquired or begun the process to obtain, all necessary permits or authorizations. Some 
answers on the ERC may be “not applicable” or “no” -  this is OK.
A “categorical exclusion” i s  defined under Stipulation 1 of the P r o g r a m m a t i c  A g r e e m e n t  a s
• Purchase of trail maintenance equipment, materials and supplies
• Rehabilitation contained within the footprints of existing trails and trailhead facilities, including 
resurfacing or improving the trail facility surfaces.
• Re-grading within the footprints of existing trail and/or parking areas
• Striping and/or re-striping of existing trail facilities
• Development and distribution of educational materials
• Replacement, renovation, and/or rehabilitation of existing signs, kiosks, and markers
• New installations of signs, kiosks and markers at existing facilities
• Minor alterations to existing facilities in order to make them accessible to elderly and 
handicapped persons.
According to the RTP guidance, a categorical exclusion is “an action which does not induce significant 
impact to planned growth or land use fo r  the area, require the relocation o f  significant numbers o f  
people, have a  significant impact on any natural, cultural, recreational, historic, or other resource; 
involve significant air, noise, o r  water quality impacts, have a  significant impact on travel patterns, or 
otherwise, either individually o r  cumulatively, have any significant environmental impacts.'’' FHWA and 
DPOR have developed a Programmatic Agreement, which categorically excludes identified projects from 
the NEPA process. Under “Grant Forms” on the Trails Program web page, 
http://dnr.alaska.gov/parks/grants/trails.htm. refer to both the C F R  7 7 1 .1 1 7  and the P r o g r a m m a t i c  
A g r e e m e n t . If vour project qualifies under Stipulation I ONLY, you have a “categorical exclusion" and 
will not need to fill out an ERC. If your project qualifies under Stipulations 2 or 3 of the Programmatic 
Agreement you must have a completed E R C  to receive grant money.
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A p p l i c a n t s  m u s t  h a v e  in i t i a te d  c u r r e n t  c o m m u n i c a t i o n  f o r  r e q u i r e d  p e r m i t s ,  d e te r m i n a t i o n s ,  a n d  
a u th o r i z a t i o n s  f r o m  a l l  o f  t h e  s t a te  a g e n c i e s  i d e n t i f i e d  w i t h in  t h e  E R C .  A p p l i c a t i o n s  t h a t  d o  n o t  p r o v i d e  
t h i s  i n f o r m a t io n  w i l l  b e  c o n s i d e r e d  i n c o m p le t e  a n d  w i l l  n o t  b e  a c c e p t e d .  I n c o m p l e t e  a p p l i c a t i o n s  w i l l  n o t  
b e  c o n s i d e r e d  f o r  f u n d in g .
If you are applying for the sequential phase of your project, and it has been more than a year since you 
contacted the agencies for environmental review, please request that they each send you an email stating 
they still authorize you to do your project. Submit these emails with your application as verification of 
current authorization.
Projects occurring on federally administered lands or with federal funds must comply with the NEPA 
requirements imposed by that federal agency. These requirements can be more stringent; thus, a project 
on federally administered lands may or may not satisfy NEPA requirements under a categorical exclusion. 
Project applicants must submit a letter on federal agency letterhead from the federal agency verifying that 
all NEPA requirements have been met.
ADA Accessibility (access for people experiencing different abilities and access 
impediments)
N O T E : A  R eg u la to ry  N eg o tia tio n  C om m ittee  r e p o r te d  to  th e U.S. A rch ite c tu ra l a n d  T ran sporta tion  
B a rr ie rs  C om plian ce  B o a rd  (A ccess  B oard ) on  S ep tem b er  15, 1999. The C o m m ittee  d e v e lo p e d  A m erica n s  
w ith  D isa b ilit ie s  A c t A c c e ss ib ility  G u id elin es (A D A A G ) f o r  p ic n ic  a n d  ca m p in g  fa c ilitie s , b ea c h  a c c e s s  
routes, a n d  trails. F o r  m ore inform ation  see : http://www.acce.ss-board.uov/uuidelines-and-standards.
The Americans with Disabilities Act of 1990 (ADA) prohibits discrimination against people on the basis 
of disability, 'while specific technical standards have not yet been finalized for recreation facilities 
(including recreational trails), state and local government trail developers and operators nevertheless have 
statutory responsibilities to provide opportunities for the participation of people experiencing disabilities. 
Federal laws that affect the design, construction, alteration, and operation of trail facilities include the 
Architectural Barriers Act of 1968 (ABA), the Rehabilitation Act of 1973, and the ADA. Current 
regulations implementing these statutes contain requirements that apply to existing trail construction and 
program operations and adopt technical standards to guide new trail construction and alterations of 
existing networks:
• Buildings and facilities newly-constructed or altered with Federal funds are subject to the 
accessibility requirements contained in the Uniform Federal Accessibility Standards (UFAS), the 
standard currently referenced in the ABA.
• Accessibility in federally-assisted programs is governed by the requirements of the USDOT 
regulations ( 4 9  C F R  part 2 7 )  implementing S e c t i o n  5 0 4  o f  t h e  R e h a b i l i t a t i o n  A c t  (29 U.S.C.
794).
• At the time of latest revision of this document, the ADA is the newest legislation intended to 
improve access for people experiencing disabilities. The U.S. Department of Justice's (DOJ) title 
II implementing regulations ( 2 8  C F R  p a r t  3 5 )  describe the obligations of state and local 
governments for existing facilities and program operations, and require title II entities (public 
entities) to comply with either U F A S  or the A m e r ic a n s  w i th  D i s a b i l i t i e s  A c t  A c c e s s ib i l i t y  
G u i d e l i n e s  (ADAAG) developed by the U.S. Architectural and Transportation Barriers 
Compliance Board (the A c c e s s  B o a r d )  when newly constructing or altering facilities. Private 
sector entities, including lessees, concessionaires, and contractors to State and local governments, 
are governed by the DOJ title III implementing regulations, which adopt ADAAG as the standard 
for accessible design.
• RTP projects are primarily recreational in nature, rather than serving a more utilitarian 
transportation function. The applicant should consider the potential uses of each trail project, 
consider what is reasonable and feasible, and provide for users in an appropriate manner. It is not 
necessary to construct every recreational trail according to the ADA guidelines, but trail project 
sponsors must not install barriers or other features that would make it more difficult for people 
with disabilities to use the trail.
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• Trail designers should seek opportunities to incorporate accessible features and elements, and to 
include trail routings that meet accessibility criteria to ensure that there are recreation 
opportunities for a variety of users within the RTP. Where trail-related facilities, such as parking, 
shelters, toilets, drinking fountains, and other features are provided on or along an accessible trail 
site, they should provide the required level of accessibility and be served by an accessible route. 
Trail designers should account for people experiencing disabilities that may arrive at trail 
facilities by horse, ATV, or snowmobile, with assistance, or by other means.
Application Review
A pplication A ssistance
Technical assistance is available to all grant applicants through DPOR. DPOR staff will make every effort 
to answer questions regarding application procedures, proper completion of grant applications, and 
criteria used for project selection and grants awards. One key to receiving technical assistance is lead- 
time. Requesting technical assistance a few days before the project application deadline does not allow 
adequate time for review. For assistance, please contact the Grant Administrator or State Trails Program 
Coordinator. See Appendix A for DPOR contact information.
G rantee Perform ance Standards(N E W )
In order to be compliant with 2 CFR 200.205 Federal Awarding agency review o f  risk p o sed  by 
applicants as well as allow for the reviewers to use performance standards in their evaluations, these 
criteria will be evaluated and shared with all grant application reviewers to assist with the decision 
whether or not to fund a grantee in the future. The costs to the program for applicants that do not follow 
directions or perform to acceptable standards are significant. The results include, but are not limited to, 
projects being de-obligated and future applications being denied. Please take these seriously.
• Did the grantee organization submit a reimbursement request within the first 10 months of project 
authorization to avoid the FHWA “inactivity” list?
• Did the grantee organization submit their final reimbursement request no later than 30 days after 
their federally approved project end date?
• Were the reimbursement requests and associated attachments correctly calculated, complete, 
legible, and on time?
• Were project milestones met per the approved schedule?
• Did the grantee organization adhere to their approved budget and scope of work?
O utdoor R ecreational Trails A dvisory Board
The primary purpose of the ORTAB is to advise the Director of the DPOR on project funding for eligible 
outdoor recreation projects under the RTP. ORTAB nominates, reviews, and comments on trail and 
outdoor recreation projects during the competitive public process to ensure funding of high quality trails 
and recreational projects throughout the state.
ORTAB scores and ranks each qualified application in the project category or categories in which it 
belongs. The Director then has the opportunity to approve the recommended projects; those that advance 
are forwarded to the FHWA for approval. The ORTAB and DPOR have the discretion to further rank 
projects after scoring to ensure geographic diversity over time. The amount of available funding 
determines how many projects are funded. Please refer to Part A of this document for further detail.
E valuation C riteria
Applications are scored by the following criteria:
- Detailed Project Description, Maps, and Public Access Documentation: 0-20
- Timeline of Proposed Activities and project end date: 0-15
- Proposed Budget: 0-15
- Project Funding, Sponsor Support, and Sponsor Match: 10 points
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- Public Benefit: 0-15 (0-10 additional bonus points possible)
- Community Support: 0-25 
Total: 110 possible
Please also see Performance Standards Section.
M ultiple open grants
An applicant cannot apply for funding for a project that is currently under a grant agreement with DPOR. 
However, an applicant who is currently receiving grant funds may apply for a different project or apply 
for the same project scope once the existing grant has been closed. For example: Happy Trail, Phase II.
Application Sections
Section 1: Qualifying Criteria
Qualifying criteria have been developed to determine basic project eligibility for the RTP. Please provide 
supporting documentation within the application for all “yes” answers.
Section 2: Sponsor Introduction and Identification
This section requests the project title, applicant contact information, type of organization, and tax 
identification or EIN number.
Section 3: Public Access Documentation:
0 to 5 points possible
This section requests documented legal public access authorizations from aH landowners in which the 
project area is located. Indicate within this section the landowner(s) for the entire length of the trail or 
project area. If the trail has legal access in the form of an easement it will have an Alaska Division of 
Lands number (ADL#). If this is the case, please list the ADL number(s).
To ensure the public has access to the trail(s), there must be landowner assurance that the public has 
access for a designated period of time. Either an easement or written agreement from the landowner 
allowing public use is required. The following are the requirements regarding land owners:
• If any part of the project crosses private property, an easement or written 
agreement from the landowner allowing public use for at least five (5) years 
must be included in the application.
• If any part of your project crosses public land, an easement or written 
agreement from the land manager allowing public use for at least ten (10) 
years must be included in the application.
• If the project is for winter trail grooming only, the application must include 
documentation from property owners that public access has been assured 
during winter months until the grant expiration date.
Land and /  or E asem ent Acquisition:
If the application is to purchase property, your application must include legal descriptions of the property 
to be acquired, names of property owners whose property is to be acquired, and a letter from property 
owners indicating their willingness to sell. If the grant is approved for acquisition, additional 
coordination will be required.
Project Location and M ap D ocum entation
Please identify the borough, region, or nearest community to your project. Please list the Meridian, 
Township (s), Range(s), and Section(s) of the property on which the project will take place.
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Please attach a detailed map(s) that clearly show all adjacent property lines, land ownership, and the 
location of the proposed trails, facilities, and access points. Please include as Attachment G and submit 
all pertinent documentation.
Section 4: General Project Information
0 to 15 points possible
A m ount o f  Funding R equested:
This section asks for the amount of grant funds requested to perform the proposed project. This includes 
the total project cost and the amount of grant funds being applied for. Note the funding limits for each 
category referenced below. * * * P le a s e  r o u n d  y o u r  r e q u e s t  t o  t h e  n e a r e s t  d o l l a r  a n d  n o t e  t h a t  y o u r  b u d g e t  
s h e e t  m u s t  e x a c t l y  m a t c h  t h e s e  n u m b e r s .  F H W A  w i l l  n o t  a c c e p t  a n y  b u d g e t  s h e e t s  t h a t  d o  n o t  m a tc h  t h e  
r e q u e s t s  t o  t h e  p e n n y .  P l e a s e  a l s o  s e e  S e c t io n  6 : P r o p o s e d  B u d g e t  b e lo w  f o r  m o r e  i n s t r u c t io n .
Project Sum m ary:
Provide two or three complete sentences that describe the proposed project’s overview that could possibly 
be used in a media message. This section is not the place to talk about the project background, the 
benefits, the funding, or anything other than the actual work to be accomplished. Please save that 
information for the Detailed Project Narrative section.
P roject Category:
Grants are available in the following four categories. Please mark the categoiy in which your project best 
fits. If your project includes more than one category such as developing educational materials and 
building a motorized trail, please apply for separate grants.
Motorized (Primarily Motorized Use!:
A project primarily intended to benefit one or more modes of motorized recreational trail use, such as 
snowmobile trail grooming, and/or ORV riding. A project may be classified in this categoiy if the project 
also benefits some non-motorized uses; it is not necessaiy to exclude non-motorized uses, but the primary 
intent must be for the benefit of motorized use.
Non-Motorized (Exclusively Non-Motorized Use):
A project intended to benefit one or more modes of non-motorized recreational trail use, such as 
pedestrian and/or equestrian use. Motorized use isn’t allowed for projects in this category. Note: 
wheelchair use by m obility-im paired people, whether operated manually o r powered, constitutes 
pedestrian use, not motorized trail use.
Diversified (Accommodates multiple user group si:
A project intended to benefit multiple recreational trail users. This category could include projects where 
both motorized and non-motorized use will occur simultaneously. This category also includes projects 
where motorized and non-motorized uses are separated by season, such as equestrian use in summer and 
snowmobile use in winter. Some other examples are a common trailhead project serving separate ATV 
and bicycle trails, and purchasing a machine to groom both snowmobile, and cross-country ski trails.
Safety and Education
The state may use (not required) up to 5 percent of its apportionment each fiscal year for projects that 
develop and disseminate publications and operate educational programs that promote safety and 
environmental protection. These objectives relate to one or more of the uses of recreational trails by 
supporting non-law enforcement trail safety and trail use monitoring patrol programs, and providing trail- 
related training for free, or at a minimal cost to the public.
Definition of a Safety and Education project: i.e. free brochures, free classes, interpretive panels 
All projects using federal grant funds must have public benefit, be accessible, open and available to the
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general public, or targeted to a broad segment of the general public. Federal grant funds should not be 
used for projects that have such limited capacity that only a few paying (or potentially paying) guests 
have access to the product of the project. The portions of a project using federal grant funds must be open 
for general public use or viewing at all times and when visitors are likely.
A Safety and Education project may be development and dissemination of publications and operation of 
educational programs to promote safety and environmental protection related to the use of recreational 
trails, including supporting non-law enforcement trail safety and trail use monitoring patrol programs, and 
providing trail-related training These projects must offer training or materials either free to the general 
public, or at a very minimal cost. All reimbursable expenses must be allocated to educational materials.
Educational materials developed with grant funds become the property of the State of Alaska. Any 
materials developed with grant funds must also recognize the funding program. Electronic versions of 
agency logos will be supplied to successful applicants for placement on developed materials. Materials 
and curriculum developed with grant funds must be supplied to the division for public and future 
applicant use. Products developed will also be posted on the DPOR web site.
Types o f  Use
Check the boxes for all types of use or users the trail will accommodate.
Trail Inform ation
Fill in the boxes regarding how many miles of trail the project will encompass.
Detailed Project Narrative:
Provide as much visual and narrative detail as necessary to help evaluators understand your project. 
Provide a detailed location map, site plan, drawings, and photos to clearly show the location and specifics 
of your proposed project, what the finished product will look like, and its relationship to other existing 
trails, roads, landmarks, access points, and the nearest community. Develop a workable project. Be sure 
the narrative answers these questions: Why is this trail project important? Is it feasible? If your project 
application does not include this narrative it will not advance to the next level of review and will be 
disqualified. Use the following guidance to help you with your narrative.
Educational Materials:
If educational materials are proposed, provide an example of the content and explain how it will be posted 
or distributed.
Maps:
Two maps are required of the project area: a vicinity map and a site-specific map. Land ownership must 
be indicated on the map for the entire project. Use U.S. Geological Survey (USGS) topographic map at a 
scale of 1:63,360 and no larger than 11” x 17”. Show the location of your project on the map, and 
provide the name of the map (e.g., Seldovia C-4). If the project includes many sites, such as a purchase 
of trail equipment to be used in a regional area or funding for a trails position, provide a map of the target 
trails the project will influence.
Equipment:
Attach photos, drawings, or specifications of equipment proposed for purchase. Any Equipment over 
$1,000.00 will require 3 bids. Please include these with application. If there is only one distributor of a 
specialized piece of equipment, please make this clear in your application. Note: equipment purchased  
with grant funds is the property o f  the State o f  Alaska and inventory tags will be issued to  the applicant 
fo r  placement on the acquired equipment. Also see the “Buy America” section for requirements.
Trail Details:
Attach details of trails to be built or maintained including clearing width, grades, curve radii, surface 
material, and specifics of any excavation or fill proposed, and how you will dispose of cut vegetation or 
other wasted material. Include drawings showing trail modifications and describing impact on habitat, 
users, and neighboring property owners and adjacent land uses.
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Bridges or Culverts:
If bridges or culverts are proposed, provide locations, dimensions, and design details. Also see the “Buy 
America” section for requirements.
Environmental restoration:
If proposing environmental restoration, give details of how damaged areas will be restored.
Trail Reroute:
If rerouting or altering the appearance or location of a trail, include drawings showing changes or 
modifications, and describe impacts this might have on habitat, users, or neighboring property owners. 
All projects described as having a “re ro u te” will be required to include an ERC.
Signage:
If signing is proposed, include sign dimensions, colors, content, method of installation, and spacing 
between signs or markers.
RTP grant recipients must comply with the following:
• FHWA M a n u a l o n  U niform  Traffic C o n tro l D e v ic e s ; from the Superintendent of 
Documents, U.S. Government Printing Office, Washington, DC 20402. Part IX 
is for bicycle facilities, and is suitable for shared use paths.
• FHWA S ta n d a rd  H ig h w a y  Signs; from the Superintendent of Documents, U.S.
Government Printing Office, Washington, DC 20402. Many signs have 
dimensions for bicycle facilities and trails.
Winter Trail Marking:
If marking winter trails, describe type of permanent marking system or explain in the project description 
why temporary markers will be used. Permanent winter trail markers are encouraged.
Land/Easement Acquisition:
If you are proposing to purchase land or easements, provide enough description to clearly identify the 
location of the intended acquisition. Include a plat or map of the property, who owns the properties to be 
acquired, and a timeline for acquisition.
Program Recognition:
All grant recipients are required to reference the State Trails Program that funded the project as their 
funding source on trail signs, equipment, etc. or in any printed materials. Decal or sticker logos may be 
provided by DPOR.
ADA Compliance:
Define the level of ADA access provided on this trail (easy, moderate, difficult, and veiy difficult). 
Define the trail surface, grade, cross slope, trail width, minimum clearance width, and obstacles. NOTE: 
All trailheads and trailhead facilities must be ADA accessible. For more information on ADA 
requirements see the ADA Accessibility section of these instructions.
Section 5: Timeline o f Proposed Activities:
0 to 15 points possible
Provide a schedule of planned tasks and associated timelines that includes a brief description of the 
individual project to be completed. Include a list of the names of the project manager, associated 
milestone dates from start to completion, acquisition of needed materials and project assistance. When 
will the project be started and completed? Part of the new grantee performance standard evaluation is 
adherence to identified milestones and schedule.
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***Plan Ahead! You must include a thoughtful project completion date. You will be expected to adhere 
to the date in your approved agreement. For more detail see 2 CFR 200,308 Revision o f  Budget and 
Program Plans. the Period o f  Performance, and Grantee Performance Standards sections in Part B, and 
the Extensions section under the Grants and Administration part of this document.
Section 6: Proposed Budget:
0 to 15 points available
Project cost information is by far the most troublesome part of the project application for many 
applicants. Please take extra care in preparing and checking the Proposed Budget section. Grantees may 
add additional budget sheets.
Suggestions for a successful Proposed Budget include:
• Please make sure the math is correct; check the math with a calculator. We are serious. We 
receive very few budgets with correct math.
•  The total matching share plus the total grant share M UST equal the total project cost.
• Please calculate (80/20) match correctly. $50,000 / 80%= 62,500, 62,500*20%)= $12,500(match)
• If you are Alaska State Parks your match ratio is 90.97/9.03: 50,000 / 90.97%>= 54,963.17, 
54,963.17*9.03%= $4,963.17(match). Do not calculate any less than this amount because 9.03% 
is the minimum match allowable. Please round up to the dollar. Your match for a 50k grant 
would be $4,964.00.
• Please clearly identify match sources, (cash, confirmed-volunteers that are doing work that is 
included in the scope of work for your project, third-party donations (from whom?, how much?), 
in-kind resources (what?), etc.)
•  P lease ensure to include all quotes from contracted services.
•  Include 3 competitive bids for equipment or single item purchases over $1,000.00.
•  Please make sure the application is com plying with “Buy America” for anything made o f  steel or 
iron or that you have talked with the Trails Program O ffice about securing a waiver. Contact the 
State Trails Program office  with questions.
• All items identified in the budget must be in the scope of work statement. Ex: Purchase of a 
snow groomer, where volunteer labor is used for match but not included in the scope of work, 
will not be accepted. Volunteers grooming a trail must be in the approved scope of work for a 
trail grooming project, to be eligible match. This is a common cause of disqualification. Please 
ask if there are specific questions.
• This cannot be stressed strongly enough: Please specifically identify all budget items. FHWA 
wants to know exactly what it is getting for the public money it is reimbursing. Try not to use 
words like “supplies” or “materials”, or “etc.” Instead use specifics, like “work gloves, hard hats, 
100 feet of poly rope, 5#box of 2” galvanized nails”.
• Budget amounts should be rounded up to the nearest dollar in the calculation columns. Grantees 
should do the math correctly in the explanation box but enter a rounded total in column. Please 
do not include the pennies.
•  When submitting documentation for reimbursement, the grantee must ensure that the 
expenditures are within the project scope and on the approved budget within 10% o f  the 
estimated cost. Paystubs and receipts, not invoices, w ill be required. A lso see Reimbursable 
Programs section in Part B o f  this document.
See Permissible Uses o f  Funds within these instructions for additional information on allowable uses of 
grant funds.
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Example 1: An example of a successful Alaska State Parks budget sheet
Budget Sheet (20% Match Requirement for RTP, 25% for Snow)
PLEASE BE VERY SPECIFIC IN YO U R  EX P LA N A TIO N  O F EXPENDITURES. See instructions for details.
Item G ran t Funds M atch T ota l Cost Exp lanations
LABOR
ACC Trail Crew 
Lead $12,938.00 12,938.00
ACC Trail crew leader. 20 weeks @ $646.88/week = 
$12,93750
ACC Trail Crew $28,879.00 28,879.00 3 ACC trail crew employees. 17 weeks @ $1,698.75/ week=$28,878.75
Park Specialist 4,928.00 4,928.00 11 hours/week @ $28.00/hr = $4928.00 Supervisory field work
S U P P L I E S  &  
M A T E R IA L S
Chainsaw Bars $450.00 450.00 6 chainsaw bars @  $75.00 ea.=$450
Bar oil for 
chainsaws $210.00 210.00
3 cases @ $70.00/case. Chainsaws owned by State Parks 
at no cost to RTP
Fuel for 
chainsaws and
hri Khn ittprc 1
$550.00 550.00 110 gal. of fuel @ $5.00/gal = $550.00 State Park chainsaws and brushcutters at no cost to RTP
EQUIPMENT
Chainsaw Chain $450.00 450.00 100' bulk chain = $450. Use with State Park chainsaws. No cost to RTP
Brush Cutter 
Blades $300.00 300.00
6 @ $50.00/blade = $300.00. For use with State Park 
Brushcutters at no cost to RTP
Chain tie straps 
(for building 
chainsaw chair®
3500 3500 32 sets of tie straps for building chains @ $1.10/set = $35.20. For use with Park owned chainsaws.
L A N D / E A S E M E N T
A Q U IS I T IO N
Field Storage 
Boxes (Knaack) $1,200.00 1,200.00
Model 4830:1<a$650. Model 4824:1@$550. Total 
$1200. For tool and food field storage.
OTHER $20.00 20.00 Bugz mesh chainsaw goggles. 1@$20.00=$20.00
Spike Camp 
Food for 4 crew 
members ■
$4,080.00 4,08000 $272.00/week x 15 weeks =  $4080.00
Tents $920.00 920.00 4 tents @ $230/ea. = $920 For sleeping at remote spike camp
TOTALCOST= 49,997.00 4,963.00 54,960.00
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Example 2: An example of a successful Non-Profit budget sheet
Budget Sheet (20% Match Requirement for RTP, 25% for Snow)
PLEASE BE VERY SPECIFIC IN YOUR EXPLANATION OF EXPENDITURES. See instructions for details.
Item Grant Funds Match Total Cost Explanations
LABOR
Final tra il fie ld  
layout
H
$1,700.00 1,700.00 20 hours a t $85/hour (professional tra llb u ild e r 
specializing In b ike trails) See bid
Brushing and 
clearing
■
$4,125.00 4,125.00 75 hours a t $55/hour (experienced a du lt tra il crew)
bench and 
tread
rn nc tri rrtinn  1
$22,100.00 22,100.00 260 hours at $85/hour. E qu ipm ent opera tion, tread 
construction , hand fin ish , vo lun teer tra in ing .
S U P P L IE S  & 
M A T E R IA L S
Trail base ro c k ­
s ''m in u s
■
12,500.00 12,500.00
Trail base rock to  be provided at n o  cost by n o n -p ro fit 
on-site  quarry. 521 yards at $24/cubic yard.
Trail surface 
material
■
$6,913 00 6,913.00 Screened, clean d irt fo r  surface. $18.29/cubic yard fo r 
378 yards inc lud ing  delivery. See b id
w ooden  bridge 
materia ls (2/5x8'
h rldnosi IP
$2,000.00 2/100.00 treated lum ber deck ln g = $ l 500, lum be r strlngers= $350 
nails/ screws/ fasteners -  $150
EQUIPMENT
M ini Excavator 
rental w ith  
ooera to r ■
$5,700.00 5,700.00 M ini excavator tw o  m onths for tra il benching and 
drainage at $2850/m onth . See bid Happy Excavation.
M ini Dozer 
rental $1,962.00
1,962.00
Rental o f Boxer m ini dozer fo r one m onth  fo r trail 
fin ish ing . Happy Rentals
Tracked Rock 
and D irt
D um per re n ta lB
$3,000.00 3,000.00
Tracked ro ck /d irt dum per,2500 pound  capacity fo r tw o  
m o nth s / $1500 /m onth , See b id  H appy Excavation.
L A N D /E A S E M E N T
ACQUISITION
OTHER
Vlbraplate
Com pactor
■
$500.00 500.00
V ibraplate com pactor fo r tra il tread com paction  
fin ish ing . $5Q 0/m onth-one m onth .
Happy Excavation
SWPPP $2,000.00 2,000.00 Cost o f o b ta in ing  a SWPPP fro m  ADEC
TOTAL COST= 50,000.00 12,500.00 62,500.00
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Section 7: Project Funding and Sponsor Financial Support:
0-5 points possible
This is a reimbursement program; therefore, the grant recipient must pay 100% of the cost of any item 
before submitting a request for reimbursement for eligible costs. Trail grant funds cannot exceed the 
program requirements (80/20) of the total project cost. The remaining costs must come from the sponsor. 
Donations and in-kind services may be used as part of the sponsor’s match, including skilled and 
unskilled labor. Land, construction materials, and other tangible resources may be considered acceptable 
donations. Some matching funds from other federal sources and agencies are allowed under certain 
conditions. Please contact the State Trails Program Coordinator if you are considering matching with 
other state or federal funds.
Section 8: Public Benefit
0 to 10 points possible (0-10 additional bonus points possible, as well)
The following information is requested in the application:
• Explain why your project is important and why it is needed.
• How will the public benefit?
• Estimate how many and what types of users you expect as a result of your project.
• How does this project provide new recreational opportunities?
• What problem does your project solve?
• Does your project provide an important missing recreational trail link?
• Will your project provide for people with disabilities? (5 possible bonus points)
• Will your project utilize youth development groups to provide labor or assistance? (5 possible 
bonus points)
Section 9: Community Support:
0 to 25 points available
The following information is requested in the application:
• Provide documentation that your project is included in, or is consistent with, local land plans and 
priorities.
• Include 3 letters of support from potential beneficiaries of your project.
• Has the local governing body given this project priority? Provide a resolution of support.
• What are the concerns from the opponents of this project and how have they been addressed? 
Some trail projects may be regarded as intrusive by local property owners or members of the 
public. It is the applicant’s responsibility to work with local property owners or interest groups to 
mitigate objections.
• Describe the effort you made to determine the extent of any opposition. Include the list of 
individuals, organizations and communities you contacted. Provide Courtesy Notice, posting 
locations and the dates notices were posted. This information must be supported in the 
application.
• Resolutions from local governments and letters of support from land managers, community 
councils, and trail user groups are required and must accompany the application. Letters of 
support and documentation must be current and signed. Please do not include form letters.
Public N otice and M ap
Before submitting an application, public notice must be given  within the vicinity o f  the project location. 
This notice can be in the form o f  the public notice in the grant application. N otice should be posted in 
local areas that are likely to reach interested individuals. Possible posting areas include the local post 
office , trailheads, the project site, or a community m eeting area, etc. Public notification must be posted at 
least three w eeks before the application deadline. Other acceptable means o f  public notice may be public
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meetings, radio announcements, management plans, etc. If using the format found in the grant 
application, a completed notice and posting locations must be included with the application. If this 
information is not submitted with the application, the application will be considered incomplete and not 
eligible for funding. Address any public responses in the grant application under the Community Support 
section.
Section 10: Sponsor (applicant organization) Commitment:
0-5 points possible
The following are suggestions to include in the application:
• Include a signed resolution from the sponsoring organization/public agency showing support for 
the project and commitment to grant management if awarded funds.
• What experience does your organization or agency have accomplishing similar projects?
• Who will be responsible for organizing and overseeing the work to ensure successful completion?
• You are required to document project expenditures and matching contributions, and to submit 
progress reports documenting work accomplished. What is your plan for documenting the work?
• What is the plan for long term maintenance or implementation of safety or educational project(s) 
after the life of the grant?
Past G rant Perform ance:
See Grantee Performance Standards in Part B. List Recreational Trails or Snowmobile Trails grants you 
have received for other projects. Include project title, grant identification number and grant award year. 
Include a signed resolution from the organization/public agency showing support for the project and 
commitment to grant management if the project is approved.
Section 11: Permits and Authorizations
Applicants are required to fill out the environmental review checklist and contact the following offices to 
determine if relevant permits or authorizations are required. Applicants are responsible for obtaining afi 
required federal, state and local permits and approvals for any work that requires such. Indicate the 
permits and/or the National Environmental Policy Act (NEPA) documents required for ground disturbing 
projects, if applicable. Permits may not be applicable to safety, educational or non-ground disturbing 
projects. See the Environmental Review section in Part B of this document.
Section 12: Checklist for Completion
Please make sure you have included all attachments, each file labeled with the content title (not just letter) 
so it can be easily identified by the reviewers.
Section 13: Certified Signature
The application must be signed by an authorized official in order to be valid. Electronic signatures are 
acceptable, for electronic and paper copies. Unsigned applications will not be accepted.
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Grant Management and Administration
Grant Agreement
Upon award, a grant agreement is prepared by DPOR with input from the applicant. The grant agreement 
contains a number o f  appendices for standard provisions, project description, reporting requirements, 
budget and financial accounting, and financial reports. You can find a p d f o f  a blank agreement for 
reference in Appendix C o f  this document. The grant agreement is signed by D PO R ’s certifying officer 
and the grantee. The grant period o f  performance is two years. However, please refer to the Grant Period 
o f  Performance section in Part B o f  these instructions for more, and very important, detail.
Extensions (NEW)
Grantees will only be given extensions for circumstances beyond their control, and only with prior 
approval from FHWA will a grant be extended past its original term.
If circumstances arise and extensions are requested, they must be fully justified in writing, illustrating 
unavoidable delays. When determining the timeline to complete the project an applicant should take 
delays into consideration caused by winter weather and the fire season, etc. Grantees requesting an 
extension must satisfy the criteria listed below. The criteria include but are not limited to:
• Requests for extensions must be received by the Grants Administrator before the expiration date 
of the grant. Requests for extensions after the expiration date of the grant will be denied.
• Grantees must have submitted timely quarterly progress reports. Grantees must maintain 
communication with the Grant Administrator during project implementation.
Multiple time extensions will only be considered if:
• Significant progress was made since the first extension was granted.
• The grantee encounters problems caused by external factors (legal problems, new regulatory 
requirements, inclement weather, etc.).
• Unforeseen circumstances arise during construction (physical, historical and/or archaeological 
site specific issues).
The Division of Paries and Outdoor Recreation does not guarantee requests for extensions will be 
approved. Extensions will not exceed a total of four years beyond the grant start date as specified in the 
original Grant Agreement.
Term inating a G rant
Grant agreements will be terminated for reasons that include but are not limited to:
• Grantee requested or agreed to terminate the grant agreement.
• Grantee intentionally submitted fraudulent documents or engaged in other fraudulent activities 
involving the approved project.
• Grantee failed to acquire permits required to implement the approved scope of work.
• Grantee performance on the submission of quarterly progress reports throughout the life of the grant 
has been out of compliance with the grant agreement or performance standards.
• Grantee made little or no progress toward completing the approved scope of work prior to the 
completion date noted in the original grant agreement.
• Loss of funding from the Federal Highway Administration.
• Grantee has not complied with a requirement outlined in the grant agreement.
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Appendix A: DNR, Division of Parks and Outdoor Recreation 
Contacts
For project development, application assistance, and programmatic questions contact: 
State Trails Program Manager 
(907) 269-8699
(2015) darcv.harris@alaska.gov
For general questions regarding an existing grant, or reimbursement status contact:
Grant Administrator
(907) 269-8709
(2015) steve.neel@alaska.gov
Mailing Address:
Alaska State Trails Program 
550 W. 7th Avenue Suite 1380 
Anchorage, AK 99501-3561 
Fax: (907)269-8907
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Appendix B: Agency Contacts for environmental review checklist 
(ERC)
Please note: as staff changes and turnover are frequent the numbers below  are main- numbers for each  
office  not for individuals.
Department o f Natural Resources (DNR)- Division of Mining, Land and Water (DMLW):
h t tp : / / d n r . a l a s k a .g o v / m l w /
Contact one of these offices to determine if the project will require a permit or authorization if the project 
is on state lands.
For projects in:
Southcentral: 550 W 7th Ave, Suite 900C
Anchorage, AK 99501 
(907) 269-8552
Southeast: 400 Willoughby, Suite 400
Juneau, AK 99801 
(907) 465-3400
Northern: 3700 Airport Way
Fairbanks 99709 
(907) 451-2740.
DNR - Division of Parks and Outdoor Recreation (DPOR): Land and Water Conservation fund (LWCF): 
Contact this office to determine if your project will affect a LWCF project site. Contact the LWCF State 
Liaison Officer at 550 W 7th Ave, Suite 1380, Anchorage, AK 99501; (907) 269-8694.
Office of History and Archeology fOHAt:
Contact this office to help you determine if your project will affect historical or cultural properties. 
Applicants must allow at least thirty (30) days for project reviews; this can take longer if the applicant is 
asked to submit additional information. Applicants must first, determine project site location information 
by calling the phone number listed below. Applicants then must conduct the necessaiy research to 
determine if historic or cultural properties exist in the project area. If it is determined that historic and/or 
cultural properties will be affected, the applicant must specify a plan to mitigate any these concerns on the 
identified properties. The applicant may wish to include the cost of a site visit by OHA in their grant 
application. These costs are the responsibility of the applicant. To determine these costs contact the OHA. 
It is required that applicants submit a letter addressing the project’s detailed scope of work, site location, 
and address any concerns regarding historic or cultural properties to the State Historic Preservation 
Officer (SHPO). In the letter to the SHPO, include the following language “We are seeking your  
concurrence that no historic properties are adversely affected”.
Contact: 550 W 7th Ave, Suite 1310, Anchorage, AK 99501
(907) 269-8721
Department of Environmental Conservation, (ADEC) Division o f Water
Applicants who will be disturbing an acre or more total combined area (think about cumulative acreage
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length and width of trail being built) will need to contact someone in the Division of Water to see if you 
qualify to complete a Storm Water Pollution Prevention Plan. (SWPPP)
For more information go to http:/Av w\\,dec .a laska.ativ/waier/vvnnsnc/slun'n watci7indcx.htm 
Contact: (2014)
Storm Water and Wetlands Manager
Division of Water -  Alaska Department of Environmental Conservation
555 Cordova Street
Anchorage, AK 99501
Telephone: 907-334-2288
Fax Number: 907-334-2415
Department of Fish and Game (ADF&G);
http://www.adfg.alaska.aov/index.cfm?adfu=home.main
Applicants that propose to work within a designated State Game Refuge, Critical Habitat Area, Special 
Use Area or Sanctuary should contact the following offices. They may be able to provide information on 
other state land as well.
Division of Wildlife Conservation (within ADF&G):
http://www.ad fg.alaska.gov/indcx.clm ?adfg=divisions.wcoverview  
http://www.adfg.alaska.uov/index.cfm?adfa=conscrvationareas. locator 
For projects within Sanctuaries.
Contact: Fish and Game Coordinator
333 Raspberry Road, Anchorage, AK 99518-1599 
(907) 267-2281
Division of Sport Fish (within ADF&G):
blip :/Avww.ad 1 a.alaska.guv/index.cfm?adlu tishinesport.main 
For projects within Special Use Areas:
Contact: Regional Information Officer
Phone:(907)267-2219
333 Raspberry Road, Anchorage, AK 99518-1599
Department o f Labor and Workforce Development - Division o f Labor Standards and Safety:
Grantees that propose to contract work must comply with all State and Federal requirements for wage 
rates. For questions and project determination grantees must contact the Division of Labor Standards and 
Safety.
Contact Wage and Hour Supervisor at:
3301 Eagle St. Suite 302 
Anchorage, AK 99503 
(907) 269-4900.
The following websites will link to the Department of Labor:
Wage and Hour Administration
http://liibor.state.ak.us/lss/home.htm
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Laborers' and Mechanics' Minimum Rates of Pay (Pamphlet 600)
http://labor.state.ak.us/lss/pamn600.htm
National Environmental Policy Act (NEPA):
For questions contact the State Trails Program Coordinator.
The state has implemented a Programmatic Agreement with the FHWA - Western Federal Lands 
Highway Division, which categorically excludes work listed from additional NEPA analysis. For project 
work types that are not listed, contact the State Trails Program Coordinator, with the Division of Paries 
and Outdoor Recreation at 550 W 7th Ave, Suite 1380, Anchorage, AK 99501; (907) 269-8699. Please 
find the entire Programmatic
Agreement here:
http://www.fliwa.dot.uov/environment/recreational trails/uuidance/state practices/aareement ak.cfm  
*Outside of the below activities may require additional NEPA analysis
■ Purchase of trail maintenance equipment, materials and supplies
■ Rehabilitation contained within the footprints of existing trails and trailhead 
facilities
■ Re-grading within the footprints of existing trail and/or parking areas
■ Striping and/or re-striping of existing trail facilities
■ Development and distribution of educational materials
* Replacement, renovation, and/or rehabilitation of existing signs, kiosks, and 
markers
■ New installations of signs, kiosks and markers at existing facilities
■ Alterations to existing facilities in order to make them accessible to the elderly and 
handicapped persons
United States Army, Corp o f  Engineers (USACE):
For projects involving wetlands or bodies of water contact the following office:
httn://w w w .noa. u sace.armv.mil/Aboul/Qtfices.asDX  
Contact:
U.S. Army Corps o f Engineers-Alaska District
P.O. Box 6898
JBER, Alaska 99506-0898
907-753-2522
Local Governing Body in your community:
Obtain project authorizations, approvals and support from a local governing body, such as a tribal entity, 
Borough, village council, or city assembly.
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Appendix C: Frequently Asked Questions
Updated April 2015
•  What is a public project? All projects using federal grant funds must have public benefit, be accessible, 
open and available to the general public, or targeted to a broad segment o f  the general public. Federal grant 
funds should not be used for projects that have such limited capacity that only a few paying (or potentially 
paying) guests have access to the product o f  the project. The portions o f  a project using federal grant funds 
must be open for general public use or viewing at all times and when visitors are likely.
•  Do I have to Fill out an Environmental Review Checklist? Yes. Every applicant must fill out an ERC 
unless they have a “categorical exclusion” (see question below). This shows the reviewer that the 
applicant has gone through the process o f thinking about the environmental impacts o f  their proposed 
project and has contacted all o f the necessary agencies and acquired all necessary permits. Some answers 
on the ERC may be “not applicable” or “no” -  this is OK.
• What is a “categorical exclusion” and how do 1 know if my project qualifies? Under “Grant Forms” 
http://dnr.alaska.gov/parks/t3rants/trails.htm on the Trails Program web page, refer to both the CFR 
771.117 and the Prommmatic Agreement. If your project qualifies under Stipulation 1 ONLY, you have a 
“categorical exclusion” and will not need an ERC. If your project qualifies under Stipulations 2 or 3 o f  the 
Programmatic Agreement you must have a completed ERC to receive grant money.
• Do I need new letters o f support if  1 got them last year? Yes. The circumstances or the stakeholders 
surrounding your project may have changed and those that supported last year may not support this year. 
You may have your supporters simply email an updated voice o f  support that can be attached to last year’s 
letter.
• Can I just turn in last year’s application if  I change the dates? No. Please use the new and updated 
application form from the website available on or after August 15 o f  the year in which you are applying for 
funds. We will try to update and improve the application annually.
• Must I have all my permits and authorizations final and included with my application? 1. All land use 
authorizations or letters o f  non-objection for land use must be included with the application. If your project 
doesn’t have permission from the land owner, it cannot move forward.
2. All agency documents such as an Office o f  History and Archaeology inspection, a Storm Water Pollution 
Prevention Plan (SWPPP), or Fish Habitat Permit do not necessarily have to be finalized. These permits 
can cost money or take months to obtain and, 1. If your project doesn’t get approved for funding you will 
not need, and 2. You must only have them in hand before you break ground for the project.
•  If I include more match than required, does it reflect favorably on my application? No, you will not 
receive a higher score for having more match than is required. Having more match could cause the federal 
share to decrease if  the Federal Highways Administration determines there is less need based on more than 
the 20% match requirement.(the amount o f  donations or volunteers you secure on your own is your 
business as long as you document in your budget the minimum amount required in the application.)
• Can my project be mainly for surveying, planning, research and assessments? No. Recreational Trails 
Grants are intended to help initiate shovel-ready projects with tangible, on-the-ground results; i.e. a bridge 
across a creek on a ski trail, a new hiking trail, a bike pump park, motor-cross track improvements, etc.
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•  Can my project be for routine maintenance? No. This grant is intended for project initiation, trail or trail 
facility development, repair or improvement.
• Will any costs that I incur before the grant agreement is signed be allowable reimbursements? No.
• Can I just guess at how much it will cost to contract out a service? No. Please contact contractors and 
collect their professional estimates or bids. Include those with your package.
• Can I leave the explanation part of the budget sheet blank if I don’t know the information? Please 
avoid this. It will be returned to you and you will need to clearly justify all labor, materials and services 
with explanations o f  hourly /unit/other costs. (Example: If you enter $22,000 labor as a line item with no or 
little explanation you are guaranteed to have your application returned.) Please see the Application 
Instructions for further detail.
• Once the grant agreement is signed, how long does it take for me to get my money? The Recreational 
Trails Program is a reimbursable grant. You are expected to buy or pay upfront for services and materials 
and then submit your receipts with a reimbursement form for payment. There are no advances.
• How do you figure the match percentage? The Recreational Trails Program grants require a 20% match 
from the grantee. However, that percentage is based on the total project cost, not just the federal share. 
Therefore, the formula for determining match would be (federal share divided by 80%) x 20% = match 
requirement. An example is a grant that has a $50,000 federal share would be: $50,000 divided by 80% 
times 20% = $12,500. $12,500 would be the match requirement.
• How long do I have to complete my project? Grant agreements may be good for up to two years, 
however you must turn in a reimbursement request for within the first 10 months after FHWA approval or 
risk federal de-obligation o f your project. Please plan accordingly and see Instruction and Information 
Manual for more information.
•  How much money is available for one project? Currently $50,000 is the maximum award for non- 
motorized projects and $100,000 for motorized projects. A motorized project is one where the trail is 
predominately for motorized recreation. This is not for motorized equipment to be used on a non-motorized 
trail.
• Can I have more than one grant open at the same time? You may have more than one grant open for 
different projects, and you may have one grant project contain more than one phase, but each phase will 
have to be completed before the next one can begin.
• Is it useful if I put “RTP grant”? in the email subject line when communicating about my project? 
Not really. Please include the entire name o f your project in the subject line of  every email about your 
project. We have up to RTP 100 grants open at any one time and this helps us to keep track o f each specific 
grant. If you label your email “RTP grant” it is not specific enough.
• How are awarded projects selected? Applications submitted on time are initially reviewed by the 
Division o f Parks and Outdoor Recreation, then forwarded to an advisory board (ORTAB) for scoring and 
recommendation. Once the scores and recommendations are received, the State Parks Director’s office 
selects the grants to be awarded.
• Do I have to own the land where the project will take place? The public must be assured legal access to 
trails and trail related facilities developed or maintained with grant funds. If any portion o f a trail project is 
on private land, the applicant must obtain documented permission from the landowner for public access for
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a minimum of 5 years. Projects on public land must have documented approval from the land manager 
and access assured for at least 10 years. The grant applicant must obtain these assurances prior to 
submitting an application. If the project is for winter access or trail grooming only, public access need only 
be assured for the life o f the grant. Applications missing landowner permission to access will be considered 
incomplete and ineligible.
• What is the current value of volunteer labor? For 2014 it was $26.50 / hr. This will change in the 
summer o f 2015 and we will update this publication. Until the new amount is released, use this figure.
• Are there applicant performance standards? Yes. Please see Instruction and Information Manual for 
more detail.
• Will my project have to comply with the Buy America provision? Yes, if  the project uses an item 
containing steel valued at $2500 or more. Think: bridges, culverts, machinery, etc. Please see Instruction 
and Information Manual for more detail.
• I think my project idea might qualify under the Safety, Signing, and Education apportionment. How 
do I know? Development and dissemination o f publications and operation o f educational programs to 
promote safety and environmental protection related to the use o f recreational trails, including supporting 
non-law enforcement trail safety and trail use monitoring patrol programs, and providing trail-related 
training (limited to 5 percent o f  a State's apportionment). These projects must offer training or materials 
cither free to the general public, or ai a vei v minima! cost. All reimbursable expenses must be allocated to 
educational materials. Also see definition o f “public project”.
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Appendix C: Applicant Responsibility Statement
Section IB. Certifying Signature See Part B, Section 13, of the instructions for guidance.
Asa Recreational Trails Program app lican t I understand tha t the  fo llo w in g  resources are available to  me to  assist w ith  the  
application process up to  and until, the app lication  deadline o f Novem ber 15.
1. App lica tion  and Environm ental Review step by step Instruction and In fo rm ation  Manuals. These can be found  on the  State Trails 
Program w e b p a g e  h ttp ://dnr.a laska.gov/parks/aktra ils/lndex.htm  or can be emailed to  me by contacting  the  State Trails Program.
2. State Trails Program Staff: em all/phone  darcv.harrisraalaska.gov. steve.neelraalaska.aov , 907-269-8700.
3. Instructional Teleconferences: typ ica lly  early September. Call fo r the  exact datesl
4. RTP Guidance resources provided on the  State Trails Program w eb  page.
5. Office o f M anagem ent and Budget (OMB) “ Super Circular" 2 CFR 200 provided on the  State Trails Program w ebpage .
The signature be low  indicates approval o f th is p roject and authorizes th is request fo r fund ing  from  the  app ly ing  organization. I 
understand th a t it Is my responsib ility  as an applicant o r fu tu re  g rantee to  engage the  Recreational Trails Program w ith  In tegrity 
and to  ensure tha t program  funds are spent on ly  on appropria te  and a llowable costs. If  I have questions abou t w ha t constitutes 
appropria te  and law fu l spending practices I w ill contact the  State Trails Program Office to  clarify. I understand I could be held 
responsible fo r misused federal g ran t funds and be prosecuted to  the  fu ll exten t o f the  law. If I do  no t understand the parameters o f 
federal g ran t fraud I w ill contact the  State Trails Program Office.
Signature of authorized official
Printed or typed name o f authorized official
Please n o te  th a t p ro je c t a p p lic a t io n s  m u s t be  s u b m itte d  a n d  p o s tm a rk e d  n o  la te r th a n  November 15 o f  each  
y e a r fo r  th e  Recreational Trail Program g ra n ts  a n d  
July 1 o f  each  y e a r fo r  Snowmobile Trail Grants.
END OF A PPLIC A TIO N
Please keep a copy o f your application for your records, and submit a copy with attachm ents via 
standard mail to:
Darcy B. Harris 
Alaska State Trails Program 
550 W. 7th Ave, Suite 1380 
Anchorage, Alaska 99501
* Please be sure that all attachments are subm itted with each project proposal sent by mail.
3/12/15 
Current Date
Print Form
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In this presentation:
1. Recreational Trails Program (RTP) background
2. Stakeholder Identification and Importance
3. Opportunities/ Risks
4. Project Hypothesis/ Project Objectives
5. Project Management Plan
6. Research Approach and Methodology, Results
7. Discussion of two deliverables created
8. Risk Analysis
9. Conclusions
10. Continuous Improvement
11. Lessons Learned
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Recreational Trails Program Background
• Intermodal Surface 
Transportation Efficiency Act 
(ISTEA) 1993
• Department of Natural 
Resources, Division of Parks and 
Outdoor Recreation.
• 440 trail projects with ^$13.5 
million dollars in Alaska, and 
over 20,500 trail-related 
projects nation-wide
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eProject Stakeholders
•Commissioner of the DNR 
•Sponsor/ Director of Alaska State Parks 
•Deputy Director of Alaska State Parks 
•Administrative Operations Manager of Alaska State Parks 
•State Procurement Officer for the DNR 
•FHWA RTP Manager 
•RTP applicants/grantees 
•State Trails Program team 
•Outdoor Recreational Trails Advisory Board 
•State Parks Trail Crews 
•Trail building contractors and crews 
•Community trail users
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An opportunity 
to mitigate risks 
by clearly 
communicating 
requirements and 
expectations.
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When applicants have an improved 
means by which to meet the 
requirements of the grant program 
they will become more self-sufficient, 
knowledgeable, successful, and
compliant.
Project Hypothesis
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Building a Bridge
^Risks and Opportunities identified 
^Hypothesis
Why is this idea important?
H a r r i s  M S P M  6 8 6 B  S P R  20 1 5 8
^ Risks and Opportunities identified 
^Hypothesis
^Importance
How will I get there?
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1
Identified:
S  Business Case 
S  Objectives 
S  Risks
S  High Level Requirements 
S  Sponsor Support 
S  Success Criteria 
S  Acceptance Criteria 
S  Summary Milestones 
S  Estimated Schedule 
S  Estimated Budget
S Signed by Project Sponsor
Project Charter
Project In fcsor/ 
Sponsor
«  Hi B*'_M
* ftnjni dank
■  femes; ess
* foplizMiaDJ [m en 
anefc
* 6tepa
E j m a n i a t f d  f c o s i s
Project integration Management
Enterpnse/
Orgaruatix
42
Develop Project 
Management 
Plan
S-l
Collect
Requirements
S2
Define Scope
10.1
Identify
Stakeholders
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Project Management Plan
•Scope
•Schedule/Time
•Cost
•Quality
•Communications
•Risk
•Change
•Progress and Performance 
Measurement 
•Training Criteria 
•Closeout and Acceptance
Project
Procure­
ment
Management
Project
Integration
lanagemeiif
Project Risk 
Management
Project
Communi­
cations
Management
Project 
Scope 
Management
Project
Time
Management
Human Oualitv 
N S e m e n t Management
Project Cost 
Management
, r
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^Risks and Opportunities identified
^Hypothesis
^Importance
^Project Management Plan initiated 
Identify methods to reach objectives
Project Management Plan
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Research Approach and 
Methodology
1. Literature Review
2. State and Federal law research
3. Best Practices Investigation
4. Two Qualitative Surveys:
• Applicant-Needs Analysis
• Survey of Key Internal Stakeholders
Utilize data to create tools and mitigate risk.
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Survey Method
SurveyMonkey was utilized to conduct two 
surveys:
1) Applicant-Need Analysis: 30 people contacted 
20 responded
2) Internal team survey: 8 people contacted, 8 
responded
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Survey Results
• 60% applicants surveyed wanted more written 
instruction and reference materials
• Others asked for tutorials, budget examples, 
environmental review instructions
• 100% Internal team thought instructions and 
trainings would help applicants increase 
success and compliance
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Deliverable 1: An application instruction and 
information manual
Project Deliverables
Outcomes: Increased: success, compliance
Decreased: time cost, frustration
Deliverable 2: Responsibility language added to 
application
Outcome : Increased: legal protection if necessary.
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Identified Root Causes of Primary Risks
• Insufficient training opportunities and written 
instructions
• Many years without strict requirements for reporting or 
spending= grantees became accustomed to lenient 
expectations
• Variations in regulatory and guidance interpretation 
nationwide; no nationwide Standard Operating 
Procedures
• Regulations in need of updating (2 CFR 200)
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Federal Risk Analysis Review
• Risks associated with doing nothing
• Collaboration on S.W.O.T. analysis
• FHWA used risks identified from this project in final 
Risk Analysis
• 2 CFR 200.205 Federal aw arding agency review  
o f  risk  posed  by applicants
• 2 CFR 200.303 Internal Controls
• Encourage compliance and mitigate fraud opportunity
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Conclusions
S  Applicant Accountability
Internal control shifts risks appropriately to those 
spending money
High risk conditions mitigated /Legally defensible 
Increased awareness, understanding, compliance
S  Process Efficiency
Expectations clearly communicated 
Increased effectiveness, success, self-sufficiency 
Time= money
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Continuous Improvement
• Continue research and 
implementation of best practices.
• Keep dialogue open with 
stakeholders.
• Maintain pattern of improving s *  Plan T ' \
processes and documents. imp xoMt \
^  Iinplgment
• Create opportunities for training. Evaluate
______________
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Lessons Learned
• Communicate with stakeholders early and often.
• Regularly refer back to the scope statement and 
the Charter to be certain of parameters.
• Always find ways to improve processes, 
documents.
• Project Management methodology is universally 
applicable and useful.
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What We’ve Discussed:
1. Recreational Trails Program background
2. Stakeholder Identification and Importance
3. Opportunities/ Risks
4. Project Hypothesis /Project Objectives
5. Project Management Plan
6. Research Approach and Methodology, Results
7. Project Deliverables
8. Risk Analysis
9. Conclusions
10. Continuous Improvement
11. Lessons Learned
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Questions?
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Section 13. Certifying Signature See Part B, Section 13, of the instructions for guidance
As a Recreational Trails Program applicant I understand that the following resources are available to me to assist with the 
application process up to and until, the application deadline of November 15.
1. Application and Environmental Review step by step Instruction and Information Manuals. These can be found on the State Trails 
Program web page hit p://dnr.a I a ska.gov/parks/aktrails7index.htm or can be emailed to me by contacting the State Trails Program.
2. State Trails Program Staff: email/phonedarcv.ha:rris@alaska.gov. steve.neel(S>alaska.aov ,907-269-8700.
3. Instructional Teleconferences: typically early September. Call for the exact dates!
4 . RTP Guidance resources provided on the State Trails Program web page.
5. Office of Management and Budget (OMB) "Super Circular" 2 CFR 200 provided on the State Trails Program web page.
The signature below indicates approval of this project and authorizes this request for funding from the applying organization. I 
understand that it is my responsibility as an applicant or future grantee to engage the Recreational Trails Program with integrity 
and to ensure that program funds are spent only on appropriate and allowable costs. If I have questions about what constitutes 
appropriate and lawful spending practices I will contact the State Trails Program Office to clarify. I understand I could beheld 
responsible for misused federal grant funds and be prosecuted to the full extent of the law. If I do not understand the parameters of 
federal grantfraud I will contact the StateTrails Program Office.
Signa ture of authorized official
Printed or typed name of authorized official
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Alaska Division of Parks and Outdoor Recreation
R ecreational Trails G rant Program
Application Instructions and Information
R aised April 2015
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Recreational Trails Program Applicant Accountability and
Process Efficiency Project
Project Lessons learned
Planning Phase:
The largest lesson learned during the planning phase o f this project, is the realization that when a 
problem or vulnerability is identified it can actually be addressed and the process improved. 
Processes and procedures, even within government settings, are able to be changed and 
improved. Government employees sometimes feel as if  they need to simply play the existing 
game, follow the established procedure, and move forward to the predictable end. Occasionally 
those ends are less than perfect or even incorrect, but one can feel helpless as one small cog in 
the larger machine. This is one reason issues ranging from legal inconsistencies to typos can be 
perpetuated. During the identification o f the project hypothesis and business need it became clear 
that vital elements could be improved and changed. Some things were in fact, within the control 
o f the project manager. This realization was empowering in both a larger sense o f ability to 
change an existing system and the more local sense o f making the project manager’s job easier. 
One drawback to this project is that it does create another layer o f bureaucracy, and some would 
find that to be a step backward for government process. When weighing this, the project manager 
has determined the benefit outweighs the costs.
A secondary lesson to the previous, and over-arching lesson, is one o f realizing the importance 
o f including stakeholders and their feedback in the improvement process and resisting the 
temptation to make unilateral decisions. Throughout the planning phase the project manager has 
been working with various stakeholders and realizing how important their input and observations 
are to the success o f the improvement project. It has been determined that their participation will 
be invaluable as they are users and customers o f the process. The project manger and internal 
team are immersed in the minute details and regular frustrations o f the RTP, and it is easy to 
make assumptions about what will “fix” the problems, where those problem lie, and their origins. 
After preliminary and informal discussions with various stakeholders it is clear that the project 
management team does not have all the answers and it would be imprudent to turn assumptions 
into unilateral decisions or programmatic changes. This observation will assist the project 
manager to be open-minded and thorough when employing the research methods for the 
execution o f the project.
The project manager, at first skeptical about the availability and applicability of literature review 
for this project, was impressed and surprised by the amount o f literature and case study available 
to inform her project. With only a cursory exploration, she found several studies and documents 
that will be useful in the planning, research and execution phases o f the project. It is
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recommended for future projects to peruse literature and case studies pertinent to the project’s 
scope o f work.
Execution Phase:
A lesson that was reinforced through this process is how transferable project management tools 
and techniques are for many kinds o f projects. One o f the intended outcomes o f this project was 
to create a repeatable process to create successful grant applications. It is possible to predict that 
there will be an improved outcome because o f this Manual; however, the largest variable in the 
equation is the ever-changing pool o f stakeholders and their changing aptitudes and needs. This 
is why the tool was developed to be iterative and change with regular stakeholder feedback.
Start IRB research and submittal process as early as possible and anticipate delays. Time allotted 
in project schedule to prepare IRB submittal, advisor review, and final documents submittal took 
a longer time than the project manager had anticipated.
Student time management is crucial. I f  you are creating a large product for your project, start as 
soon as you can. Time goes fast and there are many expectations for each PPM.
Stay on top o f change management and follow the approved process.
Communicate regularly and clearly with key stakeholders especially those high on the power 
interest grid.
Be very clear about your requirements and do not make assumptions about understanding.
It may be helpful to always copy yourself on all communications. As busy project managers we 
can go back to reference where we were in any given conversation with any stakeholder. This is 
especially helpful when there are many stakeholders and many different conversations happening 
simultaneously.
There are so many opportunities for scope creep when taking on a program improvement project. 
Much of the literature and best practice research that was done inspired new ideas and additional 
ways the program could be directed. Although it is very important to stay within an approved 
scope of work, there is no limit to the value o f inspiration. Every time I had an idea I identified 
as scope creep I wrote it down as something I could do or incorporate, or improve later, within 
another project scope.
Update the schedule regularly, and resist putting it o ff as that makes it much more difficult to 
estimate accurately the time spent for any given task.
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It was more difficult than originally anticipated to track the student work time and the project 
manager’s work time, being one in the same person. The project manager found that the line 
between the work needed to accomplish the project and the school work was blurry and she 
didn’t want to count her time twice.
It has been useful to continuously revisit die parameters o f the project scope, deliverables, 
requirements, and expectations. The project manager found it fairly easy to veer off track when 
reading and incorporating literature into the final paper.
Don’t underestimate the value o f getting assignments done early. Then there is time for review 
and editing, and enjoying other parts o f your life.
Don’t underestimate the time it takes people to get back to you. You care the most about your 
question or project and it is probably not anyone else’s priority. I f  you need immediate feedback 
say so. Communicate clearly about your requirement. Add specific deadlines and expectations 
along with your question. Don’t expect people to read your mind.
Be prepared for slow responses, or lack of responses, to survey instruments. Have a back-up plan 
for small data sets.
Be open to the project’s lessons. I started out thinking my project was predominantly about 
communication and stakeholder management and it ended up being about managing risk through 
communication and stakeholder management.
Keep what you expect from your stakeholders in perspective. Have patience.
Regularly communicate with those stakeholders that want that kind o f communication. Don’t 
bother those that don’t.
If it is an option, choose a team and a sponsor that you work and communicate well with.
Practice, review, and then practice some more.
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Recreational Trails Program Applicant Accountability and
Process Efficiency Project
Project Execution: Knowledge Areas Analyzed
The Project Management Body o f Knowledge (PMBOK) presents a standard terminology and 
guidelines for project management. The PMBOK is a process-based guide that recognizes five 
basic process groups and ten knowledge areas. The progression o f learning about and employing 
three o f these knowledge areas is discussed below.
Procurem ent m anagem ent:
Project Procurement Management describes the processes involved with purchasing or acquiring 
products, services or results for the projects.
Although there was really nothing to buy for my project it was my intention to become 
knowledgeable about the State o f Alaska procurement laws and federal procurement guidelines 
as they pertain to the Recreational Trails Program because compliance with these is essential for 
successful program management. I researched these laws and interviewed subject matter experts 
and included guidance in the final Manual that has been approved by the State Procurement 
Officer and the Federal Highways Administration Recreational Trails Program administrator.
In addition, it was critical for me to become more knowledgeable about procurement fraud and 
how it pertains to public funding sources such as federal grant programs. This component has 
really been a study o f procurement risk. I have demonstrated learning about this topic by 
incorporating analysis about how to identify and prevent fraud and mitigate procurement risk as 
part o f my final analysis where I discuss incorporation o f administrative controls into the 
program I manage to prevent fraud. Several new administrative tools have been developed and 
incorporated as a result o f this analysis including new legal language added to the RTP grant 
application that will add a layer o f protection for the Division. Adding language to the 
application and requiring applicants to confirm their knowledge and responsibility may not 
actually make them more accountable, but may serve to make them aware o f the gravity of the 
expectations and make those expectations more legally defensible in the rare case of 
noncompliance.
I am continuing to work with the FHWA RTP manager on a Risk and Strengths, Weaknesses, 
Opportunities and Threats (SWOT) analysis o f the RTP and identifying areas where fraud could 
occur and what internal controls are necessary to prevent that from occurring. This has been an 
effective exercise because it has opened communication between our two government agencies.
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Weaknesses identified by our agency cooperation include: 1) Current grant application and 
project reimbursement forms and instructions are not detailed enough and allow too much room 
for interpretation, requiring additional scrutiny by DNR and FHWA to ensure complete and 
accurate project documentation. 2) Legacy RTP recipient’s resistance to change. Changes to how 
the RTP is defined and administered will likely be met with resistance from applicants with a 
history of RTP funded projects.
The Risk Response Strategy we came up with is: If DNR increases and improves training 
opportunities for RTP applicants then applicants will have a more in-depth understanding of 
program requirements.
Stakeholder m anagem ent: Stakeholder Management includes the processes required to identify 
the people, groups, or organizations that could impact or be impacted by a project, to analyze 
stakeholder expectations and their impact on the project and to develop appropriate management 
strategies for effectively engaging stakeholders in project decisions and execution. These 
processes will be closely linked to the Communications Processes discussed below.
I have been learning how to effectively work with the various RTP stakeholders. An important 
outcome from this project will be to improve the quality of application submittals with decreased 
applicant frustration. For this project 1 hypothesized that when applicants have an improved 
means by which to meet the requirements o f the grant program they will become more self- 
sufficient, knowledgeable, successful, and compliant. Utilizing engagement tools such as the 
investigative surveys I have actively involved stakeholders, identifying their requirements for an 
effective instruction and information manual, improvements to the process and documents, and 
ideas for accommodating training requirements.
I began my stakeholder needs-analysis with a survey involving a select group o f applicants 
evaluating and making suggestions on the current application process and documents. In addition 
I surveyed key internal stakeholders to help determine the most challenging aspects o f the grant 
process from their perspective. As I collected feedback some of my assumptions were realized 
and some were not. Some of this frustration I will be able to alleviate through improved 
instruction and training, and some I will not because I am bound to the regulations.
Their feedback was collected and organized, documenting commonalities as well as anomalies. 
This feedback informed the writing o f the Manual and will also assist with building training 
opportunities in the future.
The Manual is designed to be a generalizable and iterative tool for the program. I will receive the 
most feedback during and after the next grant cycle starting in August, however, the process of 
creating the Manual has helped me understand the needs of the applicants and think about the 
utility of such tools. I intend to use this process in the future to create an environmental review 
instruction manual that is equally responsive to applicant feedback and needs. I had former 
applicants review my draft Manual and, although they commented on how dense- yet thorough it
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was, they said it will be a helpful tool. I have also received feedback from internal team members 
and the project’s sponsor that they think the Manual is thorough and will be an excellent resource 
for anyone wanting to know more about the program.
C om m unications m anagem ent: Communications Management includes the processes required 
to ensure timely and appropriate generation, collection, distribution, storage, retrieval, and 
ultimate disposition o f project information. The stakeholders I refer to in the Communications 
Management Plan chapter o f my PMP are all internal team members or support-people involved 
with the management of the RTP. For this Knowledge Area learning element of my project work 
spring semester I wanted to learn more about Communications Management while keeping my 
scope within a practicable range and improve communication with a particular and very 
important small group of managers who have qualities o f both internal and external stakeholders. 
This was a more a measurable accomplishment than if attempted improvement was with all 
applicants. I focused on improving communications with these six people for several reasons 
including: they all are unfamiliar with the current RTP application process, guidelines, and 
regulations, and are visibly challenged by those things; they are strongly encouraged to apply for 
this money, by their management, because they need it to supplement their budgets and 
accomplish work in the field; and they are very busy managers who depend on subordinates to 
apply for and manage RTP grants yet they are responsible for that management and the 
outcomes. They look to me for program guidance and I wanted them to have success.
For this short term schedule, I identified success with this knowledge area as me being able to 
clearly explain my expectations and requirements and those o f the program, and for those six 
managers to be willing to work with me to fulfill those expectations.
There are many steps to cover before the beginning o f the new grant cycle and it will still take a 
lot o f work and good communication. I will be talking with each group in person and also on the 
phone. I will have to make sure they feel they have enough access to resources so as to mitigate 
frustration prior to its occurrence, and I will have to set up refresher meetings for closer to the 
application deadline.
I reached out to all six o f these stakeholders for their input and feedback. My goals were to talk 
with each superintendent and their administrative support person via teleconference and identify 
their requirements. My biggest lesson learned about these goals was that I needed to allow for 
more time to accomplish them. It is very difficult to find a time that works for busy people- 
especially when they see the grant cycle start date four months away, and they are getting ready 
for the upcoming field season. There are many things that are prioritized ahead of next year’s 
RTP cycle.
I have refined my goal to meet with each office- in person or via teleconference sometime prior 
to the start of the grant cycle in August. I have determined that in-person meetings, in addition to 
the teleconferences will be necessary in some cases especially when it comes to getting all o f the
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players in the same room at the same time. I am setting up those meetings now and managing the 
associated limitations of availability and cost. I will use the new Manual as an outline for my 
meetings and they will be able to use it as a tool for reference and inquiry.
Once I meet with all o f them and identify their requirements I will know how I can tailor my 
assistance to each office. I will also encourage them to continue the conversation and keep lines 
of communication open with the Trails Program Office.
I have been working over the phone with three of the six on the requirements for their federal aid 
packages. This has been very productive because I have been explaining and showing them what 
I need and am expecting them to produce the corrected results accordingly. In the past I have 
neither explained my expectations nor had them make the changes I just took care o f it all. I 
anticipate this approach will reinforce the learning opportunity and increase efficiency as it will 
lesson my work load in the future.
Fortunately there is little employee turn-over in Alaska State Parks but nonetheless I think this 
will be an ongoing learning and teaching process for all o f us. I know I will be doing the teaching 
at first but I will also be learning from them as they communicate their needs and expectations.
The biggest thing I have learned through this process is that what I thought was predominantly a 
project centered on communications and stakeholder management was really a project about risk 
and how to manage it with communications and stakeholder management. There is a real 
synthesis between effective communication and risk mitigation and this is something I will 
continue to think about and employ.
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Introduction
T h e  R e c r e a t io n a l  T r a i l s  P r o g r a m  ( R T P )  A p p l i c a n t  A c c o u n ta b i l i ty  a n d  P r o c e s s  E f f ic ie n c y  P r o je c t  (P ro je c t )  
w i l l  c r e a te  tw o  d e l iv e r a b le s  o r  p ro d u c ts .  F i r s t  w i l l  b e  a n  a p p l ic a t io n  in s t r u c t io n  a n d  in f o r m a t io n  m a n u a l  
f o r  R T P  a p p l ic a n t s  in  A la s k a ,  a b o u t  h o w  to  a p p ly  fo r  f u n d in g  a n d  c o m p ly  w i th  f e d e r a l  a n d  s ta te  f is c a l  
r e g u la t io n s  a n d  p r o g r a m m a t ic  g u id e l in e s .  T h e  in f o r m a t io n  w i l l  b e  a v a i l a b le  o n  th e  S ta te  T ra i l s  P r o g r a m  
w e b s i t e  f o r  a p p l ic a n t s  to  s tu d y  a n d  u t i l iz e .  S e c o n d ly ,  a n  a c c o u n ta b i l i ty  a f f id a v i t  w i l l  b e  d e v e lo p e d  th a t  
a c k n o w le d g e s  a n  a p p l i c a n t ’s  u n d e r s t a n d in g  o f  s ta te  a n d  f e d e r a l  p r o c u r e m e n t  r u le s  a n d  g u id a n c e  a s  it 
p e r ta in s  to  th e  R T P . T h is  s ig n e d  d o c u m e n t  w i l l  b e  r e q u i r e d  w i th  th e i r  in i t ia l  a p p l ic a t io n  p a c k a g e .
T h e  f i r s t  s e m e s te r  th e  p r o je c t  m a n a g e r  w i l l  d e v e lo p  a  P r o je c t  M a n a g e m e n t  P l a n  ( P M P )  f o r  th is  p r o je c t ,  
in i t i a te  c o m m u n ic a t io n  w i th  t h e  I n f o r m a t io n  R e s o u r c e s  M a n a g e m e n t  ( I R M )  D iv i s io n  r e g a r d in g  lo g is t ic s  
t o  p o s t  th is  m a te r ia l  o n  th e  S ta te  T r a i l s  P r o g r a m  w e b s i t e ,  a n d  id e n t i f y  a n d  p la n  q u a l i ta t iv e  r e s e a r c h  
m e th o d o lo g y  fo r  a n  a p p l ic a n t  n e e d s - a n a ly s is  a n d  in te r n a l  in v e s t ig a t io n .  In  t h e  t im e  b e tw e e n  th e  s e m e s te r s  
t h e  p r o je c t  m a n a g e r  p la n s  to  in i t i a te  a  s h o r t - t e r m  a p p l ic a n t  n e e d s - a n a ly s is  u t i l i z in g  th e  c u r r e n t  a p p l ic a t io n  
in s t r u c t io n  m a n u a l  a n d  a  s e le c t  g r o u p  o f  a p p l ic a n ts .  S h e  w i l l  a ls o  in i t i a te  a n  i n v e s t i g a t io n  w i th  a  s m a ll  
g r o u p  o f  in te r n a l  s t a k e h o ld e r s  w h o  a r e  d i r e c t ly  in v o lv e d  w i th  t h e  a d m in i s t r a t io n  o f  t h e  R T P , t o  d e te r m in e  
th e  m o s t  vulnerable, difficult, a n d  cumbersome a s p e c ts  o f  th e  c u r r e n t  p r o c e s s e s  a n d  m a n u a l  a c c o r d in g  to  
t h e i r  e x p e r ie n c e .  T h e  p r o j e c t  m a n a g e r  w i l l  r e c o r d  a n d  o r g a n iz e  th e  c o l l e c t e d  d a ta  a c c o r d in g  to  c a te g o r y  
a n d  f r e q u e n c y  o f  o c c u r r e n c e  a n d  th e n  a p p ly  d i r e c t ly  to  th e  a r e a  ( s )  o f  t h e  p r o g r a m  th e y  w i l l  a f fe c t.
T h e s e  te r m s ,  vulnerable, difficult, a n d  cumbersome, a r e  u s e d  d e l ib e r a te ly  in  t h is  I n t r o d u c t io n .  T h e  w o r d  
vulnerable is  u s e d  b e c a u s e  a t  th e  m o m e n t  t h e r e  i s  n o w h e r e  t h e  a p p l ic a n t  is  r e q u i r e d  t o  a c k n o w le d g e  
u p f r o n t  t h e i r  r e s p o n s ib i l i ty  f o r  f e d e r a l  g r a n t  f u n d s  o th e r  t h a n  th e  s ig n e d  g r a n t  a g r e e m e n t  w h ic h  ta k e s  
p la c e  in  th e  e x e c u t io n  p h a s e .  A p p a r e n t ly  t h e  s ig n i f ic a n c e  o f  t h e  s ig n e d  g r a n t  a g r e e m e n t  h a s  b e e n  lo s t  o n  
s o m e  g r a n te e s  a n d  in a p p r o p r ia te  u s e  o f  f u n d s  w a s  o c c u r r in g  a n y w a y .  T h e  R T P  m a n a g e r  a v e r te d  a  f e d e r a l  
a u d i t  b y  p r o m is in g  th e  F e d e r a l  H ig h w a y s  A d m in is t r a t io n  ( F H W A ) ,  th e  f e d e r a l  f u n d  m a n a g e r ,  t h a t  
a d m in i s t r a t iv e  c o n tr o l s  w o u ld  b e  p u t  in  p la c e  t o  e n s u r e  t h a t  a p p l ic a n t s  a r e  a w a r e ,  in f o r m e d ,  a n d  
r e s p o n s ib le  fo r ,  th e  c o n s e q u e n c e s  f o r  m is m a n a g in g  a n d  f r a u d u le n t ly  u s in g  f e d e r a l  g r a n t  m o n e y .  T h e  
w o r d s  difficult a n d  cumbersome a r e  a l s o  u s e d  h e r e  b e c a u s e  th e y  a r e  w o r d s  t h e  R T P  m a n a g e r  h a s  h e a r d  
o v e r  a n d  o v e r  in  r e f e r e n c e  to  t h e  e s ta b l i s h e d  R T P  a p p l ic a t io n  p r o c e s s  a n d  tw o  o f  th e  r e a s o n s  t h is  p r o je c t  
w a s  in i t ia te d .  T h e s e  c r u c ia l  s t a k e h o ld e r s ,  t h e  a p p l ic a n ts ,  h a v e  b e e n  s t r u g g l in g  t o  u s e  a p p l ic a t io n  
d o c u m e n ts  c r e a te d  in  o ld  s o f tw a r e  t h a t  i s n ’t  c o m p a t ib le  w i th  n e w  v e r s io n s  o f  M ic r o s o f t  o r  M a c in to s h  
s o f tw a r e ,  t h a t  a r e  d i s o r g a n iz e d ,  f u l l  o f  m is ta k e s  a n d  d u p l ic i t i e s ,  a r e n ’t  c o n s i s te n t ,  a n d  a r e  e x tr e m e ly  
le n g th y ,  a n d  a ll  w i th o u t  a  c o m p r e h e n s iv e  i n s t r u c t io n  m a n u a l .  O n e  id e n t i f ie d  p r o b le m :  i t  is  e s t im a te d  t h a t  
o v e r  9 0 %  o f  th e  a p p l ic a n t s  h a v e  t r o u b le  w i th  c r e a t in g  a n  a p p r o p r ia te  a n d  d e ta i le d ,  c o m p r e h e n s iv e  p r o je c t  
b u d g e t .  T h is  is  th e  n u m b e r  o n e  s c r u t in iz e d  p a r t  o f  th e  a p p l i c a n t ’s  p r o je c t  p a c k a g e .  T h e  p r o je c t  m a n a g e r  
t y p ic a l ly  s p e n d s  m o r e  t h a n  h a l f  h e r  t im e  d u r in g  b o th  t h e  g r a n t  a p p l ic a t io n  a n d  th e  g r a n t  a p p r o v a l  p h a s e s  
c a l l in g ,  m e e t in g  w i th ,  a n d  w a lk in g  t h r o u g h  th e  p r o c e s s  w i th  a p p l ic a n t s ,  a n d  g a th e r in g  th e  m is s in g  o r
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incomplete budget detail and documentation. In addition the applications cannot be sent to the advisory 
board for review if  they are incomplete, incorrect, or unprofessional, and it is the project manger’s 
responsibility to ensure the product sent for review meets her professional standards.
During the second semester the project will be broken into two phases. The first phase will develop, with 
the input gathered from the applicant needs analysis and the internal investigation, an improved 
application instruction and information manual, as well as developing an applicant responsibility affidavit 
form that applicants will sign as part o f  their application package, and the second, and much shorter phase 
o f implementation, will arrange any logistics necessary including cost and time, to have the completed 
and approved documents posted on the State Trails Program website. This will be completed in the 
spring o f  2015 and will become public during the subsequent grant cycle beginning August 2015.
Project Management Approach
The project management approach for the project will be one that utilizes stakeholder feedback to 
improve a currently ineffective process. For the purpose o f  separating the academic work from the project 
manager’s day job, the project manager and the student, who are one in the same person, will be playing 
two roles in the scheduler one as student in the MSPM Program, and the other as the State Trails Program 
Coordinator for the Department o f  Natural Resources (DNR) and project manager. This approach is being 
employed in order to separately track the time the project takes for the DNR to reach its program goals 
and the time it takes the student to reach her academic goals, with the goals being intrinsically linked. The 
project manager has the overall authority and responsibility for planning, managing, controlling, 
executing and closing this project according to this PMP and has support from the project’s sponsor to do 
so. The project team will consist o f  personnel from the DNR although in addition, the project manager 
will consult with the FHWA RTP administrator. The project manager will consult with these resources to 
plan, manage, execute and deliver a product that meets the goals o f  the project, but those resources will 
not produce any part o f  any identified deliverables or be in charge o f  managing any part o f  the project as 
defined.
This PMP will consist o f  several subsidiary plans and processes, in some cases included in the appendices 
o f this document. Plans that are included are: a Scope Management Plan, a Schedule/Time Management 
Plan, a Cost Management Plan, a Quality Management Plan, a Communications Management Plan, a 
Risk Management Plan that includes an example o f  a Risk Register form, a Change Management Plan 
that identifies a Change Request Form and a Change Log, a Project Progress and Performance 
Measurement Plan, a Training Criteria and Management Plan, and a Closeout and Acceptance 
Management Plan. Because the project will be accomplished by one person (project manager) in 
consultation with an informal and internal team, a Human Resources Management Plan, Staffing 
Management Plan, and Resource Calendar and will not be necessary. Because nothing will be purchased, 
a Procurement Management Plan will also not be necessary. All parts o f  the PMP w ill have been 
reviewed by the student’s (project manager’s) Graduate Committee.
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Project Team
A  project team has been identified for the purposes o f  this project; however, a more specific definition is 
required. The project team, outside o f  the sponsor, is comprised o f  an informal collection o f  key internal 
stakeholders whose roles support the goals and outcomes o f  this project. They play advisory, consulting, 
and supportive roles but not necessarily work or performance-related roles. They w ill not produce any 
part o f  the identified deliverables and will not participate in the management or scheduling o f  those 
deliverables. They will play an important role in the internal investigation portion o f  the project, where 
these key stakeholders w ill identify what they think are the most vulnerable, difficult, and cumbersome 
issues with the current RTP grant process and application instruction and information manual. I intend to 
use this collected information to improve the aforementioned process and documents.
Project Research Methods and Approach to Analysis
The research for this project w ill be qualitative in nature. In addition to a literature review, research will 
be conducted to determine the most effective and important elements to include in a grant application and 
information manual for the RTP in Alaska. By conducting an investigation that w ill include employing an 
applicant needs-analysis o f  a selected group o f  RTP applicants and their review o f  the current manual, 
surveying a group o f  internal stakeholders (project team) that will include State Trails Program staff, 
DNR staff, and Federal Highways Administration staff, and identifying best practices used by other RTP 
administrators nation-wide, the project manager will identify the most effective content for the new and 
improved application instruction and information manual that w ill become available for the FFY16 grant 
cycle starting August 2015.
Project Scope
The scope o f  this project includes the planning, development, and implementation o f  educational and 
informational material posted on the State Trails Program website for the applicant to access at any time, 
and creation and implementation o f  a required affidavit acknowledging fiscal responsibility by RTP grant 
applicants in Alaska. Project completion w ill occur when both the revised application instruction and 
information manual and the applicant responsibility affidavit are available on the State Trails Program 
website and applicant acknowledgement o f  responsibility requirement has been fully integrated with the 
application submittal process. Starting in the FFY16 RTP grant cycle it w ill be required that all applicants 
read the application instruction manual and submit a signed affidavit that they are aware o f  their fiscal 
responsibility i f  awarded federal grant money.
All project work will be performed internally and no portion o f  this project will be outsourced. The scope 
includes an applicant needs-analysis and a key stakeholder survey that w ill both gather information that, 
when analyzed and integrated, will help improve and make more effective, an existing, yet cumbersome, 
grant process. The work completed in the scope o f  this project w ill be a substantial step in improving the
2014 Darcy B. Harris
Project Management Department, University o f Alaska Anchorage
7
overall performance, execution, and integrity o f  the Recreation Trails Program in Alaska. Although the 
scope o f  this phase o f  the final project will not include an interactive applicant testing or learning 
platform or any kind o f  electronic signature, recommendations will be made for future implementation, 
along with other ideas for process re-engineering and desirable program improvements. At this time the 
DNR is not sufficiently staffed to accomplish this work. A  copy o f  the Work Breakdown Structure (WBS) 
and high-level WBS Dictionary can be found for reference to specific scope elements in Appendix A.
M ilestone List
The table below lists the major milestones for the project. This table is comprised only o f  major project 
milestones such as completion o f  a project phase or gate review. There may be smaller milestones which 
are not included on this chart but are included in the project schedule and WBS. If there are any 
scheduling delays which may impact a milestone or delivery date, the project manager will take proactive 
measures to mitigate the change. See the Change Management Process in this document for more detail 
about how changes to milestones will be managed and tracked.
Milestone Description Due Date
Go/No-Go Decision by 
MSPM Team
MSPM will allow project manager to continue on to 
complete PPM4.
October 
29, 2014
Project Management Plan 
(686A)
Approved plan for project execution. Approval from 
MSPM to proceed to 686 B.
November 
2 6 ,2014
Technology/ implementation Define how material will be administered or hosted on the 
website and define any associated costs.
January 7, 
2015
Conclude survey and 
investigation
The defined needs-analysis and key stakeholder 
investigation will be started after IRB has been accepted 
and Go decision has been granted.
January 
15,2015
Develop Application 
Instruction and Information 
Manual and Affidavit form
This will take place after the research is complete and 
organized into practicable feedback.
March 26, 
2015
Capstone Completion (686 
B)
Execution o f  project complete, MSPM presentation 
complete.
April 20, 
2015
2014 Darcy B. Harris
Project Management Department, University of Alaska Anchorage
8
Schedule Baseline and W ork Breakdown Structure
The project manager w ill establish the schedule baseline when the project planning has been approved 
and the execution phase has begun. This baseline will help with schedule control and management as 
changes occur throughout the lifecycle o f  the project. It w ill be important to begin with clearly understood 
requirements, accurate costs, and schedule estimates, so vigilant planning is essential.
The WBS for the project is comprised o f work packages that include milestones and all associated tasks. 
The project manager intends to employ the S.M.A.R.T. principle to break down the work into deliverable- 
oriented work packages (Specific, Measurable, Attainable, Realistic, Time-oriented) to facilitate accurate 
work-package cost estimation. Summary work packages in the WBS will be defined in the WBS 
Dictionary and will assist with task completion and ensure deliverables meet project requirements.
The project’s schedule was derived from the WBS and Project Charter. The schedule was established by 
the project manager and reviewed by the project sponsor. The schedule will be maintained as a Microsoft 
Project Gantt chart by the project manager. Any proposed changes to the schedule w ill follow  the Change 
Management Process. If established boundary conditions are exceeded, the project manager or another 
key stakeholder may decide to initiate a change request. The project manager w ill determine the impact 
o f  the change on the schedule, cost, resources, scope, and risks. If it is determined that the impacts will 
exceed the boundary conditions then the change will be forwarded to the project sponsor for review and 
approval. The project’s boundary conditions are as follows:
Schedule: If an event occurs that will render the project impossible to accomplish to satisfactory 
standards by the beginning o f  the FFY16 grant cycle (August 15, 2015) a decision will be made to either 
continue the project and adjust the plan to accommodate the schedule change, or to stop the project all 
together.
Scope: If a requirement is identified that changes the scope o f  the existing project to the point that it 
becomes unable to fulfill the goals o f  the project, a decision will be made to either continue the project 
and adjust the plan to accommodate the scope change, or to stop the project all together.
Budget: Although budget issues are unlikely in this project due to the fact that the funding is accounted 
for within the baseline salary o f  the project manager, i f  a requirement is identified that increases the 
budget o f  the existing project to the point that it becomes unfeasible or impracticable, a decision will be 
made to either continue the project and adjust the plan to accommodate the budget change, or to stop the 
project all together.
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If in any o f  these cases a change is approved by the project manager or project sponsor, then it will be 
implemented by the project manager who will update the schedule, budget, and scope documentation in 
accordance with the Change Management Process. A copy o f the initial schedule can be found in 
Appendix B.
Method for Measuring Project Progress and Performance
The project manager will measure project progress and performance by first establishing baselines for 
scope and schedule and then tracking the variances throughout the life o f  the project. Because schedule is 
one o f  the most crucial elements o f  success in this project, measuring the Schedule Performance Indicator 
(SPI) and staying within acceptable limits will be very important. Stakeholder feedback will be a very 
important part o f  the lessons learned part o f  this project as well as crucial to the overall improvement 
process for the Project.
Constraints
There are certain constraints that have been identified for this project, and they consist o f  the following:
Schedule: the MSPM Capstone component o f  this project imposes several schedule constraints 
including,
1. October 29, 2014: Go/No Go Decision #1 by MSPM Team
2. November 26, 2014: Go/No Go Decision #2 by MSPM Team
3. April 20, 2014: Capstone Completion 686B
Schedule: Project
1. August 15, 2015: N ew  application instruction and information manual and applicant 
accountability affidavit must be on the State Trails Program website to begin FFY16 
grant cycle.
Budget: The budget is constrained by the fact that all o f  the work for this project will be included 
in the baseline cost o f  the project manager’s regular salary. There are no additional funding 
sources, contractors, or donations.
Scope: The scope will be constrained by the limits identified in the Project Charter. This will 
need to be monitored in order not to surpass the limits o f  what is feasible within the time frame 
and budget allowed.
Assumptions
There are certain assumptions that have been identified for this project, they consist o f  the following:
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Schedule: It is assumed that the project manger will continue being employed in her position at 
DNR. It is assumed that the RTP FFY 16 grant cycle will begin August 15, 2015.
Budget: It is assumed that the project manger will continue being employed in her position at 
DNR, and continue to have support for this project from the sponsor.
Scope: 1) It is assumed that the project manger will continue being employed in her position at 
DNR, and continue to have support for this project from the sponsor. 2) It is acknowledged that 
there are problems with the application document itself and that those will be addressed in a 
subsequent project phase, in order to remain focused on the goal o f  this project.
Management Plans
Project Scope Management Plan
With concurrence from the project sponsor, scope management for the project will be the sole 
responsibility and authority o f  the project manager. The scope for this project is defined by the Scope 
Statement, WBS, and WBS Dictionary which all help to define the scope baseline. The final project 
deliverables will be measured against the scope baseline to ensure all o f  the requirements have been met 
and the project manager will accept those deliverables as complete.
Proposed scope changes may be initiated by the project manager, key stakeholders, or any member o f the 
project team. All change requests will be submitted to the project manager who will then evaluate the 
requested scope change. If the submitter is the project manager the change request will be documented 
for the administrative record and the same process will be followed. The project manager will follow the 
Change Control Process and update all project documents and communicate the scope change to all team 
members or key stakeholders.
Schedule/Time Management Plan
The project manager is responsible for facilitating work package definitions, sequencing tasks, and 
estimating duration and resource allocation. A preliminary schedule has been developed and approved by 
the project sponsor and it has been base-lined. The more detailed project schedule is being created by the 
project manager using MS Project 2010 starting with the deliverables identified first in the project’s 
Charter and then in the more detailed WBS. Task and work package identification must happen prior to 
each deliverable or milestone. Task or work package sequencing will be used to determine the order o f  
those work packages and assign relationships between project activities. Task duration estimating w ill be 
used to calculate the number o f  hours or days required to complete each work package allowing lag or
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lead time as needed. Resource estimating will be used to allocate identified resources to work packages 
in order to complete schedule development.
Cost Management Plan
Because this project is small and relies on the project being executed within the confines o f the project 
manager’s salaried position there will not be a fully developed or stand-alone Cost Management Plan. 
However, it should be noted that the project manager will be responsible for tracking costs o f  all 
resources involved in the project including that o f  the “student” who will not have an actual cost but, for 
reasons o f  measurement, be valued at $ 1/hr.
As mentioned above, the project manager will be responsible for tracking the project’s costs throughout 
the duration o f the project, but all budget authority and decisions that includes any large budget changes 
outside the identified boundaries reside with the project sponsor.
The project manager will be tracking Cost and Schedule Performance Index (CPI and SPI respectively) 
throughout the project. Once approved, the schedule and budget will record established baseline values. 
Variances from those baselines o f 10% or +/- 0.1 in the cost and schedule performance indexes will 
change the status o f  the cost to yellow or cautionary, when presenting status reports. These will be 
reported, and i f  it's determined that there is no or minima! impact on the project’s cost or schedule 
baseline, then there may be no action required. Cost variances o f  20%, or +/- 0.2 in the cost and schedule 
performance indexes will change the status o f  the cost to red or critical. These will be reported and 
require corrective action from the project manager in order to bring the cost and/or schedule performance 
indexes back in line with the allowable variance. Any corrective actions, such as fast-tracking, schedule 
crashing, or de-scoping, will require a project change request and will be managed through the Change 
Control Process.
Quality Management Plan
Although all members o f  the project team play a role in quality management, the majority o f this 
responsibility will lie with the project manager. The project manager is responsible for establishing 
quality standards for each project deliverable in the Quality Management Plan. They are as follows:
•  The application instruction and information manual for RTP applicants will be written in
common language appropriate for the majority o f  applicants and easy for most to understand. It 
will be free o f  errors and include sufficient and accurate information as to assist the applicants to 
easily navigate the entire established RTP application. It will contain legal discussion about state 
and federal procurement law and RTP guidelines and provide the average applicant with a 
general understanding o f  the above. The quality assurance criteria will begin with adding tools, 
information, or structure that respond to the applicant-needs analysis and then by annually 
evaluating if  those needs have been met.
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•  The applicant legal acknowledgement affidavit form w ill be written in common language
appropriate for the majority o f  applicants and easy for most to understand. It w ill be free o f  errors 
and include a brief introduction to state and federal procurement law and to the definition o f  
grant fraud. It w ill explain the legal implications o f  signing a contract for grant money with the 
federal government and clearly explain the consequences for non-compliance. It will also supply 
the applicant with additional resources so they may reference supplemental information if  
required or desired. There will be a place for the applicant to sign their name and the applicant 
signature will be a required component o f  all grant applications.
The project manager will regularly review all work packages and deliverables to ensure compliance with 
these established quality standards, and w ill sign o ff on the final acceptance o f  the project deliverables.
The project manager is responsible for quality management throughout the duration o f  the project. She is 
responsible for implementing the Quality Management Plan and ensuring all tasks, processes, and 
documentation are on track to meet the quality expectations outlined above.
Human Resources Management Plan
The project w ill not need a Human Resources Management Plan due to its size and predominant reliance 
on a staff consisting o f  the project manager and the informal and internal team o f  advisors.
Staffing Management Plan
The project will not need a Staffing Management Plan due to its size and predominant reliance on a staff 
consisting o f  the project manager and the informal and internal team o f  advisors.
Resource Calendar
Although a Resource Calendar w ill not be necessary for this project because o f  the few staff involved, the 
project w ill require that both the project manager and the student be available throughout the project and 
some project team members be available for consultation the entire duration o f  the project while some 
w ill only be required for occasional consultation. The project is scheduled to last five months with 37.5 
hour (standard state employee) work weeks.
Communications Management Plan
This Communications Management Plan sets the communications structure for this project. It w ill serve 
as a guide for communications throughout the duration o f  the project and will be updated as
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communication requirements change. This plan identifies and defines the roles o f  the project team 
members as they pertain to communications. It also includes an example o f  a communications 
management structure which maps the communication requirements o f  the project, and communication 
conduct for meetings and other formats.
Although the project manager will be doing all the planning, information gathering, research, and 
production o f the deliverables, she will be consulting with other key stakeholders as necessary throughout 
the project and reporting to the sponsor at phase gates and major milestones. The first o f  these gates was 
the first MSPM Go/No Go decision by October 29, 2014. At this time the project manager reported to the 
sponsor to let him know the academic project will continue and shared updated information about the 
schedule and milestones.
The project manager will take the lead role in ensuring effective communications on this project. The 
communications requirements are documented in the example communications management structure 
below. This will be used as the guide for what information to communicate, who is to do the 
communicating, when to communicate it, and with whom to communicate.
Example Communication Management structure:
Communication
Type
Description Frequency 
or Timing
Format/
Method
Participants/
Distribution
Deliverable Sender
Status Report
Email
summary o f  
project status
Monthly Email
Graduate
Committee
Status
Report
Project
Manager
Status Report
Project
Status/
Discussion
Bi/Week
ly
In
Person
Graduate
Advisor
Status
Report
Project
Manager
Status Report
Meeting to 
review action 
register and 
status
At phase 
gates
In
Person
Project
Sponsor
Project Team
Status
Report
Project
Manager
Project team directory for all communications is:
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Name Title E mail Office Phone
B e n  E l l i s P r o je c t  S p o n s o r b e n .e l l i s @ a la s k a .g o v 9 0 7 - 2 6 9 - 8 7 0 1
D a r c y  H a r r is P r o je c t  M a n a g e r d a r c y .h a r r i s @ a la s k a .g o v 9 0 7 - 2 6 9 - 8 6 9 9
S te v e  N e e l
D P O R  G r a n ts  
A d m in is t r a to r
s te v e .n e e l@ a la s k a .g o v 9 0 7 - 2 6 9 - 8 7 0 9
J u s t in  W h o le y N a tu r a l  R e s o u r c e  
S p e c ia l is t
ju s t in .w h o le y @ a la s k a .g o v 9 0 7 - 2 6 9 - 8 6 9 8
M a r ly s  H a g e n S ta te  P r o c u r e m e n t  
O f f ic e r
m a r ly s .h a g e n @ a la s k a .g o v 9 0 7 - 2 6 9 - 8 6 6 6
S te v e  S c h m id t A c c o u n ta n t  f o r  
D N R
s te v e . r .s c h m i tz @ a la s k a .g o v 9 0 7 - 4 6 5 - 3 7 7 1
J a m ie  W a lk e r D P O R
A d m in is t r a t iv e
O p e r a t io n s
M a n a g e r
ja m ie .w a lk e r @ a la s k a .g o v 9 0 7 - 2 6 9 - 8 7 0 3
P a u l  W is tr a n d F H W A  R T P  
A d m in is t r a to r  in  
A K
P a u l .W is t r a n d @ d o t .g o v 9 0 7 - 5 8 6 - 7 1 4 8
Communications Conduct:
E m a il :
A l l  e m a i l  p e r ta in in g  to  th e  p r o j e c t  w i l l  b e  p r o f e s s io n a l ,  f r e e  o f  e r ro r s ,  a n d  p r o v id e  b r i e f  a n d  c le a r  
c o m m u n ic a t io n .  I f  th e  e m a i l  is  to  d i s c u s s  a  p e r t in e n t  i s s u e  o r  p o te n t ia l  n e e d e d  c h a n g e  th e n  i t  s h o u ld  
d i s c u s s  w h a t  th e  i s s u e  is , p r o v id e  a  b r i e f  b a c k g r o u n d  o n  t h e  i s s u e ,  a n d  p r o v id e  a  r e c o m m e n d a t io n  to  
c o r r e c t  th e  is su e .  T h e  p r o je c t  m a n a g e r  s h o u ld  b e  in c lu d e d  o n  a n y  e m a i l  p e r ta in in g  to  th e  p r o je c t .  A l l  
e m a i l  s h o u ld  b e  r e g a r d e d  a s  p a r t  o f  th e  a d m in i s t r a t iv e  r e c o r d .  B e c a u s e  p u b l ic  m o n e y  is  b e in g  s p e n t  o n  th is  
p r o j e c t  a n d  th e  w o r k  is  b e in g  a c c o m p l i s h e d  b y  a  p u b l ic  e m p lo y e e  a l l  e le c t r o n ic  c o m m u n ic a t io n s  m a y  
b e c o m e  s u b je c t  to  a  F r e e d o m  o f  I n f o r m a t io n  A c t  ( F O I A )  r e c o r d s  r e q u e s t .  I f  t h e r e  a r e  t h in g s  t h a t  m u s t  b e  
d i s c u s s e d  v ia  e m a i l  a n d  a re  d e l ib e r a t iv e  in  n a tu r e  a n d  w o u ld  n o t  b e  a p p r o p r ia te  to  e x p o s e  t o  t h e  p u b l ic  a s -  
is ,  c le a r ly  s ta te  in  th e  s u b je c t  l in e  “ C o n f id e n t ia l /  D E L I B E R A T I V E  M A T E R I A L ” . I f  th e  c o m m u n ic a t io n  
is  r e q u e s te d  in  a  F O IA , th e  D e p a r tm e n t  o f  L a w  m a y  r e d a c t  th o s e  c o m m u n ic a t io n s  d e l in e a te d  a s  
c o n f id e n t ia l  o r  d e l ib e ra t iv e .
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Informal Communications:
A n y  is s u e s ,  c o n c e r n s ,  o r  u p d a te s  o r  p o te n t ia l  n e e d e d  c h a n g e s  th a t  a r is e  f r o m  in f o r m a l  d is c u s s io n  b e tw e e n  
t e a m  m e m b e rs  m u s t  b e  c o m m u n ic a te d  to  th e  p r o je c t  m a n a g e r  s o  th e  a p p r o p r ia te  a c t io n  m a y  b e  ta k e n .  I f  
th e r e  is  a n y th in g  d i s c u s s e d  in  a n  in f o r m a l  s e t t in g  th a t  n e e d s  to  b e c o m e  p a r t  o f  th e  a d m in i s t r a t iv e  r e c o r d ,  i t  
is  r e q u e s te d  th a t  th e  o w n e r  o f  th a t  d is c u s s io n  o r  a  d e s ig n e e ,  s e n d  a  r e c a p  o f  th e  d is c u s s io n  in  a n  e m a i l  to  
th e  p r o je c t  te a m .
Risk Management Flan
T h e  a p p r o a c h  f o r  m a n a g in g  r i s k s  fo r  th e  p r o je c t  in c lu d e s  a  m e th o d  b y  w h ic h  th e  p r o je c t  m a n a g e r  a lo n g  
w i th  c o n s u l ta t io n  w i th  th e  p r o je c t  te a m  o f  k e y  s ta k e h o ld e r s  id e n t i f ie s  th e  v a r io u s  r is k s .  E v e r y  e f f o r t  w i l l  
b e  m a d e  to  p r o a c t iv e ly  id e n t i fy  r i s k s  a h e a d  o f  t im e  in  o r d e r  t o  im p le m e n t  a  m i t ig a t io n  s t r a te g y  f ro m  th e  
p r o j e c t ’s  b e g in n in g .
D u r in g  th e  c lo s in g  p r o c e s s ,  th e  p r o je c t  m a n a g e r  w i l l  a n a ly z e  e a c h  r i s k  a s  w e l l  a s  th e  r i s k  m a n a g e m e n t  
p r o c e s s .  B a s e d  o n  th is  a n a ly s is  a n d  e x p e r ie n c e s  th r o u g h o u t  th e  p r o je c t ,  th e  p r o je c t  m a n a g e r  w i l l  id e n t i fy  
a n y  im p r o v e m e n ts  th a t  c a n  b e  m a d e  to  th e  r i s k  m a n a g e m e n t  p r o c e s s  f o r  f u tu r e  p r o je c ts .  T h e s e  
im p r o v e m e n ts  w i l l  b e  c a p tu r e d  a s  p a r t  o f  th e  l e s s o n s  le a r n e d  a rc h iv e .
Risk Register
T h e  R is k  R e g is te r  f o r  th is  p r o je c t  is  p r o v id e d  in  A p p e n d ix  C .
Procurement Management Plan
T h is  p r o je c t  w i l l  b e  p e r fo r m in g  a ll  n e c e s s a r y  c o n s u l t in g  a n d  d e liv e ra b le  d e v e lo p m e n t  w i th in  th e  D N R  a n d  
w i th in  th e  f i s c a l  c o n s t r a in ts  o f  th e  p r o je c t  m a n a g e r ’s s a la r i e d  p o s i t io n .  N o  p u r c h a s e s  w i l l  b e  n e c e s s a r y  o r  
m a d e  f o r  th e  s u c c e s s f u l  c o m p le t io n  o f  th is  p r o je c t  a n d  th u s  n o  P r o c u r e m e n t  M a n a g e m e n t  P la n  w il l  b e  
n e c e s s a ry .
Change Management Plan
B e c a u s e  o f  th e  r e la t iv e ly  s m a ll  s iz e  o f  th is  p r o je c t  s c o p e  a n d  s ta f f ,  a  s t a n d a lo n e  C h a n g e  M a n a g e m e n t  P la n  
d o c u m e n t  is  n o t  n e c e s s a r y ,  b u t  in s te a d ,  a  C h a n g e  M a n a g e m e n t  P r o c e s s  is  o u t l in e d  b e lo w .
T h is  C h a n g e  M a n a g e m e n t  P r o c e s s  is  in te n d e d  f o r  th e  p r o je c t  m a n a g e r ,  p r o je c t  s p o n s o r ,  a n d  a n y  id e n t i f ie d  
k e y  s ta k e h o ld e r s  w h o s e  s u p p o r t  is  n e e d e d  to  a c c o m p l is h  th e  p r o je c t .  I t  is  in te n d e d  to  e s ta b l i s h  a n
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o r g a n iz e d  a n d  e f f e c t iv e  p r o c e s s  f o r  t r a c k in g  th e  c o l l e c t io n ,  r e v ie w ,  im p le m e n ta t io n ,  a n d  c o o r d in a t io n  o f  
a l l  c h a n g e s  t o  t h e  p r o j e c t  f r o m  i ts  b e g in n in g .
Process Flow
T h e  f o l lo w in g  s te p s  c o m p r i s e  t h e  C h a n g e  M a n a g e m e n t  P r o c e s s  F lo w  f o r  a ll  p r o je c t  m ile s to n e s  a n d  w il l  
b e  u t i l i z e d  o n  th e  p r o je c t :
1. S u b m it te r ,  e i th e r  a  k e y  s t a k e h o ld e r  o r  p r o je c t  m a n a g e r ,  id e n t i f ie s  t h e  n e e d  f o r  a  c h a n g e .
2 .  T h e  S u b m i t t e r  w i l l  c o m p le te  a  c h a n g e  r e q u e s t  f o r m  ( A p p e n d ix  D )  t o  th e  p r o j e c t  m a n a g e r .  I f  th e  
S u b m i t t e r  i s  t h e  p r o j e c t  m a n g e r  t h e  f o r m  s t i l l  w i l l  b e  f i l l e d  o u t  a n d  r e ta in e d  a s  p a r t  o f  th e  
a d m in i s t r a t iv e  r e c o r d  a n d  to  a s s i s t  in  t h e  l e s s o n s  l e a r n e d  p r o c e s s .
3 . T h e  p r o j e c t  m a n a g e r  w i l l  lo g  t h e  c h a n g e  r e q u e s t  i n  t h e  c h a n g e  r e q u e s t  r e g is te r  t h a t  w i l l  b e  
m a in ta in e d  f o r  t h e  d u r a t io n  o f  t h e  p r o je c t .
4 . T h e  p r o je c t  m a n a g e r  w i l l  c o n d u c t  a n  e v a lu a t io n  o f  t h e  im p a c t  o f  t h e  c h a n g e  to  c o s t ,  r isk ,  
s c h e d u le ,  a n d  s c o p e .  T h is  e v a lu a t io n  m a y  b e  c o n d u c te d  w i t h  t h e  h e lp  o f  t h e  p r o je c t  t e a m  o r  k e y  
s ta k e h o ld e r s .
5 . T h e  p r o je c t  m a n a g e r  w i l l  d i s c u s s  w i th  o th e r  k e y  s ta k e h o ld e r s  i f  t h e  id e n t i f ie d  c h a n g e  is  
c o n s id e r e d  to  h a v e  a  s ig n i f ic a n t  im p a c t  t o  t h e  p r o je c t .
6 . I f  th e  c h a n g e  r e q u e s t  s u g g e s ts  a  s ig n i f ic a n t  c h a n g e  th a t  e x c e e d s  t h e  e s ta b l i s h e d  b o u n d a r y  
c o n d i t io n s ,  th e  s p o n s o r  w i l l  n e e d  to  a p p r o v e  th e  c h a n g e .  In  a l l  o th e r  c a s e s  t h e  p r o j e c t  m a n a g e r  
w i l l  a p p r o v e  th e  c h a n g e  a f te r  c o n s u l ta t io n  w i th  t e a m  m e m b e r s .  S e e  S c h e d u le  B a s e l in e  a n d  W o r k  
B r e a k d o w n  S t r u c tu r e  fo r  d e s c r ip t io n  o f  b o u n d a r y  c o n d i t io n s .
7 . I f  a  c h a n g e  is  m a d e ,  th e  p r o je c t  m a n a g e r  w i l l  u p d a te  a n d  r e - b a s e l in e  th e  p r o je c t  d o c u m e n ta t io n  a s  
n e c e s s a r y  a s  w e l l  a s  e n s u r e  a n y  c h a n g e s  a re  c o m m u n ic a te d  to  th e  o th e r  k e y  s ta k e h o ld e r s .
Step Description
Generate Change 
Request (CR)
A Submitter completes a CR form and sends the completed form to the project 
manager
Log Change 
Request Status
The project manager enters the CR into the Change Log (Appendix E). The CR’s 
status is updated throughout the CR process as needed.
Evaluate Change 
Request
Project personnel review the CR and provide an estimated level of effort to 
process, and develop a proposed solution for the suggested change
Authorize Approval to move forward with incorporating the suggested change into the 
project/product
Implement If approved, make the necessary adjustments to carry out the requested change 
and communicate CR status to the submitter and other stakeholders
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Change Log
A n y  te a m  m e m b e r  o r  s ta k e h o ld e r  m a y  s u b m i t  a  c h a n g e  r e q u e s t  f o r  th e  p ro je c t .  A l l  c h a n g e  r e q u e s t s  w i l l  
b e  lo g g e d  in  th e  c h a n g e  c o n tr o l  r e g is te r  b y  th e  p r o je c t  m a n a g e r  a n d  t r a c k e d  th r o u g h  to  c o m p le t io n  
w h e th e r  a p p r o v e d  o r  n o t .  A  C h a n g e  L o g  c a n  b e  f o u n d  in  A p p e n d ix  E .
Training Criteria and Management Plan
T h e  p u r p o s e  o f  th is  p la n  is  t o  d e f in e  a n d  o r g a n iz e  c o n te n t  a n d  q u a l i ty  e x p e c ta t io n s  f o r  th e  p r o je c t  
d e l iv e ra b le s .
Application Instruction and Information Manual
A n  a p p l ic a t io n  in s t r u c t io n  a n d  in f o r m a t io n  m a n u a l  fo r  R T P  a p p l ic a n ts  in  A la s k a  w i l l  b e  p r o d u c e d  th a t  
c o n ta in s  in p u t  a n d  s u g g e s t io n s  f ro m  f o r m e r  R T P  a p p l ic a n ts  g a th e r e d  in  a n  a p p l ic a n t  n e e d s  a n a ly s is  s u rv e y  
a n d  in f o r m a t io n  c o l l e c te d  f ro m  th e  t e a m  o f  k e y  in te r n a l  s ta k e h o ld e r s  in v o lv e d  w i th  th e  a d m in i s t r a t io n  o f  
th e  p ro g ra m . T h is  w i l l  c o n ta in  a p p l ic a n t  a c c o u n ta b i l i ty  a n d  g u id a n c e  m a te r ia l .  T r a in in g  in  th is  p la n  is  
d e f in e d  a s  w h a t  a n d  h o w  in f o r m a t io n  w il l  b e  s t r u c tu r e d  a n d  a d m in i s te r e d  in  th is  d e l iv e ra b le .  A l th o u g h  
n o t  a ll o f  th e  in f o r m a t io n  is  k n o w n  a t  th is  t im e ,  a n d  w il l  b e  d e r iv e d  f r o m  th e  tw o  s u rv e y s  b e in g  c o n d u c te d  
f o r  th is  p r o je c t ,  i t  w i l l  h e lp  a d d  s t r u c tu r e  a n d  q u a l i ty  e x p e c ta t io n  fo r  th a t  d o c u m e n t .
T h e  m a n u a l  w il l  b e  o rg a n iz e d  s o  th a t  i t  is  s y n c h r o n iz e d  w i th  th e  a p p lic a t io n .  A s  a  s id e  n o te :  th e r e  a re  
th in g s  th a t  n e e d  f ix in g  in  th e  a p p l ic a t io n  a s  w e l l  b u t  th e  la r g e s t  i s s u e s  in  th a t  d o c u m e n t  w i l l  n e e d  to  b e  
a d d r e s s e d  in  p h a s e  II  in  o r d e r  to  k e e p  th e  s c o p e  o f  th is  p r o je c t  f o c u s e d  o n  h e lp in g  a p p l ic a n ts  in  th e  m o s t  
e f f ic ie n t  w a y  p o s s ib le .  S e e  A s s u m p t io n s  p a g e  8 o f  th is  d o c u m e n t .
Application Instruction and Information Manual Outline
T h e  la y o u t  o f  th e  m a n u a l  w il l  b e g in  w i th  a n  in tr o d u c t io n  a b o u t  th e  R T P  a n d  th e  a d v is o r y  b o a r d .  I t  w ill  
h a v e  a  T a b le  o f  C o n te n ts  t o  a s s i s t  a n  a p p l ic a n t  w i th  f i n d in g  th e  a n s w e r  t o  a  s p e c if ic  q u e s t io n ,  a n d  
p r o g r a m  b a c k g r o u n d  a n d  d is c u s s io n  o f  th e  f u n d in g  s o u r c e  t o  h e lp  b u i ld  th e  b ig  p ic tu r e .  I t  w i l l  p r io r i t iz e ,  
a f te r  th e  in tr o d u c t io n ,  th e  m o s t  im p o r ta n t  th in g s  t o  k n o w  a b o u t  th e  p r o c e s s  o r  a p p l ic a t io n .  T h is  id e a  s te m s  
f r o m  th e  s ta n d a r d  s t r u c tu r e  f o r  n e w s  o r  p r e s s  r e le a s e s .  S o m e  p e o p le  m a y  o n ly  r e a d  th e  f i r s t  f e w  s e n te n c e s  
o r  p a r a g r a p h s  a n d  m o v e  o n , s o  a n  a u th o r  s h o u ld  p u t  a ll  th e  e s s e n t ia l  in f o r m a t io n  r ig h t  a t  th e  b e g in n in g .
T h e  d o c u m e n t  w i l l  t h e n  c o n t in u e  o n  to  d is c u s s  lo g is t ic s  o f  th e  a p p l ic a t io n  d o c u m e n ts  a n d  w h e r e  to  f in d  
a d d it io n a l  r e s o u r c e s  s u c h  a s  F r e q u e n t ly  A s k e d  Q u e s t io n s ,  S a m p le  S c o r e  S h e e t ,  P r o g r a m m a t ic  A g r e e m e n t ,  
E n v ir o n m e n ta l  R e v ie w  c h e c k l i s t ,  g r a n t  r e p o r t in g  d o c u m e n ts ,  e tc . S ta te  a n d  f e d e ra l  p r o c u r e m e n t  r u le s  a n d  
la w  in c lu d in g  p e r m is s ib le  a n d  n o n - p e rm is s ib le  u s e  o f  f e d e ra l  g r a n t  f u n d s  w il l  b e  in c lu d e d  a s  w e l l  a s  th e  
d e f in i t io n  o f  G r a n t  F ra u d .
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T h e  d o c u m e n t  w i l l  th e n  b e  s t r u c tu r e d  s o  i t  m a y  b e  u s e d  s id e  b y  s id e  w i th  th e  a p p l ic a t io n .  S e c t io n  1 
i n s t r u c t io n  c o r re s p o n d s  w i th  S e c t io n  1 a p p l ic a t io n  q u e s t io n s ,  a n d  s o  o n . T h e  d o c u m e n t  w i l l  in f o r m  
a p p l ic a n t s  o f  h o w  th e i r  a p p l i c a t io n  w i l l  b e  s c o r e d  a n d  h o w  m a n y  p o in ts  e a c h  q u e s t io n  o r  S e c tio n  is  w o r th .
W h e n  i t  c o m e s  to  s p e c if ic  S e c t io n  d i r e c t io n s ,  f o r  e x a m p le ,  h o w  to  c r e a te  a  p e r fe c t  p r o je c t  b u d g e t  s h e e t,  
th e r e  w i l l  b e  e x a m p le s  a n d  F r e q u e n t ly  A s k e d  Q u e s t io n s  in c lu d e d .  S o m e  o f  th is  in f o r m a t io n  w il l  b e  
d e r iv e d  f ro m  th e  r e s e a r c h  a n d  a n a ly s is  s u r v e y s ,  d i r e c t  c u s to m e r  f e e d b a c k ,  a n d  s o m e  w i l l  c o m e  f ro m  th e  
m a n a g e r ’s  e x p e r ie n c e .
T h e  m a n u a l  w i l l  w a lk  th e  a p p l i c a n t  t h r o u g h  th e  e n ti r e  p r o c e s s  i n c lu d in g  h o w  to  c r e a te  a n d  p r o v id e  
a c c u r a te  a n d  t im e ly  r e p o r t s  a n d  b e  r e im b u r s e d ,  a ll  th e  w a y  t h r o u g h  g r a n t  c lo s u r e .
E n v ir o n m e n ta l  r e v ie w  is  a n  im p o r ta n t  c o m p o n e n t  o f  a p p l ic a n t  c o m p l ia n c e  a n d  th e  p r o c e s s  w il l  b e  
d i s c u s s e d  a n d  s u p p le m e n te d  w i th  a g e n c y  c o n ta c t  in f o r m a t io n .
T h e  q u a l i ty  a s s u r a n c e  c r i t e r i a  w i l l  b e g in  w i th  a d d in g  to o ls ,  s t r u c tu r e  a n d  in f o r m a t io n  th a t  r e s p o n d s  to  th e  
a p p l ic a n t - n e e d s  a n a ly s is  a n d  th e n  b y  a n n u a l ly  e v a lu a t in g  i f  th o s e  t o o ls  h a v e  m e t  th o s e  n e e d s .
Applicant Accountability Affidavit
A n  a f f id a v i t  f o rm  w i l l  b e  c r e a te d  f o r  g r a n t  a p p l ic a n ts  to  r e a d  a n d  s ig n ,  a c k n o w le d g in g  t h e i r  le g a l  
r e s p o n s ib i l i ty  f o r  f e d e r a l  g r a n t  f u n d s  ( i f  a w a r d e d )  a n d  k n o w le d g e  o f  s ta te  a n d  f e d e r a l  p r o c u r e m e n t  l a w  a s  
i t  a p p l ie s  t o  th e m  in  th e  R T P . T h is  f o r m  w i l l  b e  o n e  p a g e ,  g iv e  a  b r i e f  d e s c r ip t io n  o f  th e  s ta te  a n d  f e d e r a l  
la w s  p e r ta in in g  to  th e  R T P ,  b r i e f ly  d e f in e  g r a n t  f r a u d ,  a n d  h a v e  a  p la c e  w h e r e  t h e  a p p l ic a n t  c a n  s ig n  th e i r  
n a m e  th a t  t h e y  h a v e  r e a d  a n d  u n d e r s ta n d  th e  im p o r ta n c e  o f  th is  in f o r m a t io n .  I t  w i l l  b e  w r i t te n  in  la n g u a g e  
th a t  m o s t  a p p l ic a n t s  w i l l  b e  a b le  t o  r e a d  a n d  u n d e r s ta n d  a n d  l i s t  a d d i t io n a l  r e s o u r c e s  i f  th e  a p p l ic a n t  
r e q u ir e s  f u r th e r  in f o r m a t io n .  B y  th e  t im e  it  is  c o m p le te ,  p u b l ic ,  a n d  a  r e q u i r e d  p a r t  o f  t h e  a p p l ic a t io n  
p r o c e s s ,  i t  w i l l  h a v e  b e e n  r e v ie w e d  a n d  a p p r o v e d  b y  in te r n a l  e x p e r t s ,  s u c h  a s  t h e  S ta te  P r o c u r e m e n t  
O f f ic e r ,  th e  A d m in is t r a t iv e  O p e r a t io n s  M a n a g e r  f o r  t h e  D P O R , a n d  th e  s p o n s o r .
Closeout and Acceptance Management Process
P roject M anagem ent: D u r in g  th e  P r o j e c t  C lo s e o u t  a n d  A c c e p ta n c e  p h a s e  t h e  p r o j e c t  m a n a g e r  w i l l  e n s u r e  
a l l  p a r ts  o f  th e  P r o je c t  M a n a g e m e n t  P l a n  h a v e  b e e n  c o m p le te d  a n d  t o  t h e  le v e l  o f  q u a l i ty  e x p e c te d ,  
i n c lu d in g  a ll  d e l iv e r a b le s  c o m p le te d  to  t h e  le v e l  o f  q u a l i ty  e x p e c te d .
Sponsor Acceptance: I n  o r d e r  fo r  th e  p r o j e c t  t o  b e  c o m p le te  i t  m u s t  b e  a c c e p te d  b y  th e  s p o n s o r .  T o  
d o c u m e n t  th is ,  th e  s p o n s o r  w i l l  c o m p le te  a  p r o j e c t  s a t i s f a c t io n  s u r v e y  a c k n o w le d g in g  t h a t  t h e  g o a ls  a n d  
d e l iv e r a b le s  f o r  th e  p r o j e c t  h a v e  b e e n  m e t  a n d  p r o d u c e d ,  a n d  a t  a n  a c c e p ta b le  q u a li ty .
2014 Darcy B. Harris
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Change-. D u r in g  th e  c lo s in g  p r o c e s s ,  th e  p r o je c t  m a n a g e r  w i l l  a n a ly z e  e a c h  a p p r o v e d  a n d  im p le m e n te d  
c h a n g e  a s  w e l l  a s  th e  C h a n g e  M a n a g e m e n t  P r o c e s s .  B a s e d  o n  th is  a n a ly s is  a n d  e x p e r ie n c e s  th r o u g h o u t  
th e  p r o je c t ,  th e  p r o je c t  m a n a g e r  w il l  id e n t i fy  a n y  im p r o v e m e n ts  th a t  c a n  b e  m a d e  to  th e  r i s k  m a n a g e m e n t  
p r o c e s s  fo r  f u tu r e  p ro je c ts .  T h e s e  im p r o v e m e n ts  w i l l  b e  c a p tu r e d  a s  p a r t  o f  th e  le s s o n s  le a r n e d  a rc h iv e .
Risk: D u r in g  th e  c lo s in g  p r o c e s s ,  th e  p r o je c t  m a n a g e r  w il l  a n a ly z e  e a c h  r is k  a s  w e l l  a s  th e  R is k  
M a n a g e m e n t  P r o c e s s .  B a s e d  o n  th is  a n a ly s is  a n d  e x p e r ie n c e s  th r o u g h o u t  th e  p r o je c t ,  th e  p r o je c t  m a n a g e r  
w i l l  id e n t i f y  a n y  im p r o v e m e n ts  th a t  c a n  b e  m a d e  to  th e  R is k  M a n a g e m e n t  P r o c e s s  f o r  f u tu r e  p r o je c ts .  
T h e s e  im p r o v e m e n ts  w i l l  b e  c a p tu r e d  a s  p a r t  o f  th e  le s s o n s  le a rn e d  a rc h iv e .
A n  e x a m p le  o f  th e  P ro je c t  C lo s e o u t  C h e c k l i s t  w i th  e x a m p le  i te m s  c a n  b e  f o u n d  in  A p p e n d ix  F .
Lessons Learned
T h e  L e s s o n s  L e a r n e d  L o g  w il l  b e  u t i l iz e d  th r o u g h o u t  th e  p r o je c t  to  r e c o r d  b o th  o c c u r r e n c e s  th a t  d id  n o t  
g o  a s  p la n n e d ,  o r  w e n t  w ro n g ,  a n d  th o s e  th a t  w e n t  w e l l  a n d  b e a r  r e p e a t in g  in  o th e r  p r o je c ts .  A l l  L e s s o n s  
L e a r n e d  w i l l  b e  c a p tu r e d  in  th e  A d m in is t r a t iv e  R e c o r d  a f te r  p r o je c t  c lo s u re .
A n  e x a m p le  o f  th e  L e s s o n s  L e a r n e d  L o g  to  b e  u s e d  th r o u g h o u t  th e  p r o je c t  c a n  b e  f o u n d  in  A p p e n d ix  G .
Sponsor Acceptance
Approved by the Project Sponsor:
_ ^ _________________________________
Director, Division o f Parks and Outdoor Recreation Date
2014 Darcy B. Harris
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Appendix A: Work Breakdown Structure and Associated Dictionary
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WBS Code WBS Element
1.1 Project Management
WBS Element Description
The Project was initiated with a signed Charter in Septem ber 2014. The process o f  developing the
Charter included identifying the project need and prelim inary scope definition, perform ing a high level 
stakeholder analysis, creating a high level schedule, requirements list, budget, and list o f  risks. It 
required Sponsor signature and approval to begin the project. Project management w ill continue 
throughout the pro ject and be facilita ted  by the guidance o f  the Project M anagem ent Plan. Once 
approved, the PM P will provide controls to monitor, control, and closeout the execution o f  the pro ject
successfully.
WBS Code WBS Element
1.2 Conduct Research
WBS Element Description
The conduct research com ponent consists o f  two parts: Conduct investigation with key stakeholders and  
Applicant Needs A nalysis/ gather feedback. When these tasks are com plete and  approved by the pro ject 
m anager they w ill provide essential stakeholder feed b a ck  that, once integrated, w ill improve the 
efficiency and  integrity o f  the Recreational Trails Program in Alaska.
WBS Code WBS Element
1.2.1 Conduct Investigation with key stakeholders
WBS Element Description
This w ork package w ill consist o f  sending key internal stakeholders, already involved with the 
administration o f  the RTP, a short survey asking them how they think the program  and application  
processes can improve.
WBS Code WBS Element
1.2.2 Applicant needs analysis, gather feedback
WBS Element Description
This w ork package w ill consist o f  sending a variety o f  RTP  applicants with different experience levels, a 
short survey asking them how they think the program  and application processes can improve.
WBS Code WBS Element
1.3 Develop Application Instruction and Information Manual and Affidavit form
WBS Element Description
The developm ent o f  these documents and the integration o f  the investigation results are crucial fo r  
success o f  this project.
WBS Code WBS Element
1.3.1 Create Application Instructions
WBS Element Description
The pro ject manager w ill survey applicants and key internal stakeholders as well as w alk through the 
entire application process in detail to create a  comprehensive Application Instruction and  Information  
Manual.
WBS Code WBS Element
1.4 Technology/ Implementation
WBS Element Description
2014 Darcy B. Harris
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The pro ject manager w ill w ork with the Information Resources M anagem ent D ivision o f  the DNR to make 
the produced  docum ents available to all applicants on the State Trails Program webpage._____________
WBS Code WBS Element
1.4.1 Establish Reimbursable Service Agreement (RSA) if necessary
WBS Element Description
I f  it is determ ined to be necessary a RSA w ill be established in order to p a y  fo r  the time o f  the IR M  
departm ent to p o st the new  and  im proved docum ents on the State website.____________________
WBS Code WBS Element
1.5 Capstone
WBS Element Description
The Capstone com ponent o f  the pro ject w ill be perform ed by the “Student ” resource and fo llo w  the 
schedule and  constraints set by the M S P M  Department. This p a rt o f  the pro ject is subject to time 
m easurem ent valued at $ l /h r  and  being separately tracked fro m  the pro ject m a n g er’s time being tracked  
a t a different value._____________________________________________________________________
WBS Code WBS Element
1.5.1 Capstone A
WBS Element Description
This set o f  elem ents details the required deliverables and  milestones fo r  the f ir s t  sem ester o f  M SP M  686  
fo r  the student.________________________________________________________________________
WBS Code WBS Element
1.5.2 Capstone B
WBS Element Description
This set o f  elem ents details the required deliverables and  milestones fo r  the second and  fin a l sem ester o f  
M S P M  686fo r  the student.
2 0 1 4  D arcy  B . H a rris
Project Management Department, University o f Alaska Anchorage
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Appendix B: Tracking Gantt, Final Schedule, WBS
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RISK REGISTER
Recreational Trails Program Applicant
t Title: Accoun tab ility  and Process Efficiency Project Date Updated: December 8. 2014
Risk Statement Probabilit
y (P ) Impact (I)
Score
(P *D
Response
Scope Quality Schedule Cost
H the federal gas lax 
trust fund Is not funded 
after May the RTP will no 
longer he funded.
"<o$S 1 K S T ~TGGftb “055 05 Specftc protect win m  cancelled put idea may oe 
transferred to another grant program
innere is neither a new 
national transportation 
bill nor a continuing 
resolution the RTP will 
not be funded.
~^r% 100% "TOTS "73055 70055“ “ 0756 Speohc proj&z m i oe cancelled out idea may se 
transferred to anotfier grant program.
ItYtie application 
instructions are not 
approved for publication 
the applicants will not 
have that tool at their 
disposal during the next 
grantcyde.
“<395 T00% 0% oo% tftnepro iecttsnc ’. ready to implement by Augustf 5 
2015, the start o f the new FFY16 RTP grant cycle th 
program will move forward anyway but without an 
improved manual. Without the improved manual the 
appf/cants wilt still struggle through the application 
process, requiring a great deal o f management and 
assistance. Tne project manager would modify the 
instructions to meet the requirements of managemei 
and keep modifying unfit accepted.
It grant Paud isldenutied 
in the program before 
there are controls In 
place to prevent it, an 
audit may occur and 
funding may be 
jeopardized.
<10% "7535 100% "5T073------
C :.i%
// tne funding is cut or  the schedule lengthened past 
boundary conditions the project will be impacted 
negatively. However, encountering fraud might prcvr 
an opportunity for testing the practicability of the pro 
and show the FHWA that DNR is  serious about 
controlling for, and preventing grant fraud.
If IRB is not accepted 
research will not be 
allowed and data will not 
be collected, mating 
stakeholder feedback lor 
improvement difficult
75% 75% 100% 0% S 0075% 
0 :0075% 
S:0.01%
CauTv/ii nav i ib oe gaib&ea another v.ay or norm , 
from another data set such as national best practice
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Appendix D: Change Request Form
Change Request Form Version: 1.9
Recreational Trails Program Applicant Accountability and Process Efficiency Project
Change Request Form
S U B M I T T E R  -  G E N E R A UL I N F O R M A T I O N
Change Ret a t
Subm itter N i n e
B rief Description o f R eq u est
D ate Submitted
D ate R eq u ired
P r io r ity ( L o w ( M e d i u m K  H igh  ( M a n d a t o r y
Reason fo r  Change
A reas Im pacted
Assumptions and Notes
Attachments o r  References □  Y e s | N o
L in k ;
INITIAL ANALYSIS
H o u r  I m p a c t
D u r a t io n  I m p a c t
S c h e d u le  Im pact
B u d g e t  Im p a c t
Scope I m p a c t
Comments
R e c o m m e n d a tio n s
2014 Darcy B. Harris
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Appendix E: Change Log
R e c re a tio n a l-T ra ils -P ro g ra m -A p p lic a n t-A c c o u n ta b ility -a n d -P ro c e u  E ffic ie n c y  -P ro je c t*-
Change Log-Final}*!
f
C h ange-Lo go
P ro je c c  R e c re a tio n a l'T ra ils  P ro g ra m  A p p lic a n t A c c o u n ta b ilily  and P rocess1 
E ffic ie n c y  -P ro jec t*/
S ta tu a i-O p en i-O .-C lo s ed r-C .-P e n d in g rP n
D a  te -s ta rted :-
S ep tem b er-23 ,-
2 0 1 4 a
C h a n s -
N oja
Change*
Types
Descrip non o f-C h inge? R eqn
esloro
D ate-
Subm itted/-
Approvedo
D ate-
Im plem entedc
S ta tu e Com m  en o r
ID Budgit= Updated budget to reflect 
P M  tim e values-at'S Lhrai' 
suggestednfterPPM l.o
D B H o 9 23.2014TI 
-*  o
9 .2 3 ^ 0 l4 l| 
-¥  0
CO 0
~Za Scope® Refmed Scope in the 
Charters
D B H d 9,23/20140 023/2O 14o Co Q
l a Scope® Added revision log to- 
Charters
D BH o 9/24.2014O 024/20140 CO C
Scope® Clarified acceptance 
criteria!)
D B H o 0/2420140 9.24/20140 Co 0
5Q Scope® Revis ed tequirements 
traceability- m atrix.o
D B H d 9/24/20140 9/24/20140 CO 0
Scope® Improved darity  o f 
project tide.Q
D BH o 9/24,-2014o 9/24,20140 Co 0
"7q Budget® Revised! chedule plan to 
m dudearesourcecalled  
rrwfeW -valued-arSl/'-hr- 
andkeejjtberesourceof 
Trails Program  
Coordinator-valuedat- 
actu afW 3.2hr. this-w ill be- 
updated-inftie-Charter- 
budget discussion.o
D B H o 10/1.2014O 1 0 il/2 0 i4 o CO C
T o Scope® A fter consultation w id i 
Committee member 
decided on research 
methodology and included 
m-scope.o
D B H d I0 /2 2 0 l4 o l0/2/2014o Co
Scope® Revised identified- fin al- 
ddiverablesa
Tj Bh d 10/220140 10.120145 Co C
2014 Darcy B. Harris
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Scope© Identified that working  
w ith  1RM  D h is io n w illb e -
m inim al costintnne and 
m oneydueto prearranged 
Reimbursable Service 
A greem entfR S A ) already • 
m place and mmtmal 
amount o f tim e required to 
postnew  documents on 
StateTradsPregram  
website.a
U E H o 1213 ,2014  a 1 1  li,-2 01 4 a “ Co------- 3
U a Scop*© W ith stakeholder feedback 
I  have decided to slightly 
change soften the 
approach fo rth e  legal 
“affidavit” delrverable I  
am not going to have die 
language m  a separate 
“affidavit" document but 
addsim ilar language tothe- 
signature page o f the 
application .:
DBHO l,-2.f .-2013a 1,-27.2015a C a £>
12* Scope© The PMP-descnbes-tfae- 
project as tw o distmct 
phases. Phase 1 w ill 
develop the products and 
phase 2 w dl implement 
them-by-posting-them-on- 
thew ebsite. The products 
w ills d llb e  readytopost 
anthe-website-aM be- 
completion o fd iii project 
butdiat postmg does not 
need to be a discrete phase, 
as-it-w ill not take- 
significant time or money 
to accomplish This jo ining  
ofth e tw o identified phases 
is on ly a change in  the- 
PM P.-A-sm all-
adm inistrative-change.o
D B H o 3.5.-20150 7:5.2015 s ~ C 5 ------- 0
1
1
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Appendix F: Project Closeout
See Tab 5.2 for Final Project Closeout
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Appendix G: Lessons Learned Log
Zessons-Leatned-Log  —» Version 1 G*T
_  '  jj
R ecrea tk m al-T ra ih 'P ro g ram -A p p lica in -A cco iiiitB b iiilT  a n d 'P ro c e s v E ff ic ie u c y 'P ro je c t*
Lessons -Learned-Log*"
• C a te g o ry  c Issu e  N a m e : P ro b l a n  S ucce ssc Im p a c ts R ec o m m e n d a tio n c
■ S co p e- 
M a n a g e m e n ts
S co p e  C re e p s T h e re -a re s o  m a n y - 
o p p o itu n itie s  fo r -  
s c o p e c re e p  ■M ien- 
ta k in g  o n a  p ro g ra m  
im p ro  v e m o rtp ro je c t - 
M u c h -o fth e  lite ra tu re  
a n d b e s t p ra c tic e  - 
re s e a rc h  th a t-w a s  
d o n e in s p ire d n e w  
ld e a s  a n d a d d itio n a l 
w a y s  th e p ro g ra m - 
c o u ld b e d ire c te d . 
A lth o u g h  i t  is -v e ry - 
u n p o r ta r tto  -stay- 
w ith in a n a p p ro v e d - 
s rn p e  r « f\v r rk , th e re  
is  n o  lim it  to  th e  
v a lu e o f  in s p ira tio n . 
E v e ry  t im e  Ih a d -a n -  
id e a  Iid e n t i S e d a s - 
scop e  c re e p  I  -w rote i t  • 
d o w n a s s o m e th in g l 
c o u ld  d o o r-  
in c o rp o ra te ,-o r- 
im p ro v e  la te r , w ith in  
a n o th e r p ro j ect-scope.1 
a
M in im a l, a s it  w a s -
id e n tifie d a s a -
p o te m ia lr is k o
P N 'id e n tr fi U
o th e ra re a s o f-
n e e d e d -
p ro g ra m m a tic
c h a n g e a n d lo g g e d -
th e m  fo r  fu tu re
im p ro v e m e n ts .:
■ T im e
M a n a g e m e n ts
IR B
S c h e d u les
T im e a llo tte d m - 
p ro j e c t s ch e  d u le  to  
p re p a re lR B  
s u b m itta l, a d v is o r  
r e v ie w ,a n d fin a l 
d o c u m e n ts s u b ira tta l 
to o k a io n g e r tim e  
th a n  th e p ro j ect 
m a n a g e rh a d - 
a n tic ip a te d .-^
□
T h i s c a u s e  d th e  s ta r t 
o f  th e  s u rv e y  to  
d g jg y ^ s lig h t ly .:
S ta rt IR B  re s e a rc h  
a n d  s u b m itta l 
p ro c e s s a s e a rly a s  
p o s s ib le a n d  
a  n tic ip  a te  d e la y s . -o
T im e
M a n a g e m e rto
T ra c k in g -
tu n e s
I t  w a s m o re  d if f ic u lt  
th a n o rig in a lly  
a n tic ip  a te d to  tra c k  
th e  s tu d e n t w o rk  tim e  
a n d  th e  p ro je c t-
L e  a m in g ^ x p  e rie n c e ^ H a v e  a g o o d s y s te m  
o f  tim e
a c c o u rta b ility  .a
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Lessons Learned L ogr
manager’s wo ik time, 
beingoneinthesame 
person.-The project - 
managerfoundthat - 
thelinebetweenthe- 
work needed to 
accomplish the- 
projectandthe-school 
work was blurry and- 
she-didn’t want to- 
count hertime twic e.^ 
a
Time-
Managements
Response-
Times
Don’tunderestimate
thetimeittakes-
peopletogetbackto
you.a
Leamedandadapted
scheduleand-
commurication
techniques^
Communicate
dearlyaboutyour-
requirement.Add-
specificdeadlines-
and exp ectations
alongwithyour
question.a
Communications
Managemerto
Email fileso It may he helpful to -
alwayscopyyourself-
onaU-
commiintcations.-As- 
busyproject- 
managerswecango - 
backtoxeference- 
where wewereinany 
givenconversation- 
withany stakeholder.- 
This is especially• 
help ful when there 
are many 
stakeholdeisand- 
many different 
conversatkms- 
happering- 
simultaneouslyT 
a
Opportunity to keep 
goodrecordsandbe 
organized^
samea
Change- 
Managements
Changes to 
scopes
If changes arenot- 
recordedrightaway 
they may miss being- 
recordedataH.^
0
minima bo Stay on top of- 
change managemsl- 
andfollowthe- 
approvedprocess.^
a
~r
Harris Dare--' —* MSPM-636B SPR 2015
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STAKEHO LDER R EG ISTER
Recreational Trails Program Applicant 
Accountability and Process Efficiency"
Project Tide: P ro je c t_____________________________ Date Prepared: December 8.2014
£.
Name Position Role Contact Inform ation Requirements Expectations Influence
Ben Ellis Director o f DPOR Sponsor ben.ellis@alaska.gov
907-269-8701
Do not suipnse! Give him  
a heads up i f  there is 
anything that w ill effect 
him
Keep inhumed only 
as w ill fffifof 1 hup
High
M ark Myers Commissioner of 
DNR
No role unless 
needed or 
required for 
high level 
decision or if  
audit were to 
take place.
marir m y w p n r
907-269-8431
Keep informed if  
something that could effect 
DNR integrity arises.
No communication 
w ill be necessary 
unless we need high 
level decisions made.
High
Claire LeClatr Deputy Director 
DPOR
Operations 
Manager, field 
staff supervisor
Claire.leclau@alaska. gov
907-269-8702
Keep informed i f  project 
requirements w ill effect 
her field staff.
Only keep her 
informed at high 
level unless 
something directly 
effects her field staff 
or the Division.
med
Darcy Hams State Trails 
Program Manager
Project
manager
darcv Jiams@alaska.gov 
907-269-8699
Satisfy stakeholder 
requirements
Put in  place controls 
to ensure compliance 
o f state and federal 
laws and guidance.
High
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Federal
program
m
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Trails P
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Team
D
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n
 level 
authority1, 
oversees fiscal 
com
pliance for 
D
P
O
R
State level 
authority, 
oversees fiscal 
com
pliance fo
r 
D
N
R
E
ssential 
program
 
support' team
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A
 at place to pay to
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staff tim
e, C
urriculum
 o
f 
sufficient qu
ality fo
r
K
eep inform
ed, his 
opinions and advice are 
im
portant to D
irecto
rs 
decisions.
K
eep inform
ed. H
e is 
w
illin
g
 to help and answ
er 
questions as necessary'.
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l “S 1!? t  !
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K n ^ 
o SV> CP1- g
K
eep her in
 the loop about 
project progress, in
 w
riting 
so there is a record.
K
eep her in
 the loop at 
high level. Inform
 her o
f 
how
 this project w
ill help 
D
N
R
 be in
 com
pliance.
C
onsult w
ith
 him
 about 
program
 and grantees. 
D
ouble check num
bers 
w
ith
 him
.
That P
M
 tollow
s 
through on paym
ent 
and quality
To be in
 the loop o
f 
decisions regarding
T?TP
W
ants to see controls 
in
 place far federal 
com
pliance
Team
 m
em
ber
W
ants to see controls 
in
 place fo
r state 
com
pliance
W
ants to
 be assured 
o
f state law
' 
com
pliance
That as a program
 w
re 
fo
llo
w
 the law
' and do 
not get into trouble.
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M
ed-high
high i.
high
m
ed 1
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Inform ation
R esource
M anagem ent
D iv isio n
curriculum . p u blication exp ecta tio n
G rantee& A ppli
cants
C ustom ers C ustom ers o f  
grant program
various T hey w ill n eed  to  know  
b o w  th is w ill e ffec t th e  
ap p lication  p rocess 
T raining and con su ltin g  
w ill b e availab le
G rant program  w ill 
b e  availab le to  fin d  
th eir projects
m ed
T rail C rew s/ 
A laska  
C onservation  
C orps
C ustom ers W ork o n  grant 
funded trail 
projects
van ou s D e v  n eed  to  b e in form ed  
o f  proper u se o f  fed eral 
grain m oney becau se th ey  
w in  b e in  th e fie ld  
e x e c flin g  th e grant.
T hey w ill have 
funded w ork
lo w
T rail B u ild in g  
C ontractors
C ustom ers W ork o n  grant 
funded trail 
projects
variou s T hey n eed  to  b e in form ed  
o f  proper u se  o f  fe d a a l 
grant m oney b ecau se th ey  
w ifi b e in  tb e  fie ld  
execu tin g  th e grant, and 
d ep a u fin g o n  
reim bursem ent
T hey w ifi have  
funded w ork
lo w
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R E Q U I R E M E N T S  T R A C E A B I L I T Y  M A T R I X
Recreational T rails  Program  Applicant 
Accountability and Process Efficiency
P roject T itle : P roject Date Prenared: Novem ber 2 1 .2 01 4
4?
Requirement Information Relationship T raceability
ID Requirement Priority Category Source Relates to 
Objective
WBS Identifier Acceptance
Criteria
Validation 
Metitod and 
Measure
Owner
/ Complete an 
approved project 
management plan
High MSPM M S P M Presentation
o fP M H an
Capstone Approved to 
move forward to 
686 B
Approval to 
move forward 
to 68ti B
Project
manager
2 Program requires 
legal
infrastructure to 
protect D NR
High Legal Sponsor Improve
legal
coverage fcr 
D NR
Create affidavit 
form.
Have legal 
frame weak in 
place in  case o f 
audit or fraud
Content 
validated and 
approved by 
management
Project
manager
Improve 
efficiency o f 
program 
administration
High Educational
material
development
Sponsor Training 
available on 
internet
Post
Application 
Instruction and 
Information 
Manual and 
A ffidavit form  
on website.
Spend less staff 
time coaching 
applicants
Spend less 
staff time 
coaching 
applicants
Project
manager
4 Develop 
application 
instruction and 
information 
manual
High Educational
material
development
Project
manager
Training 
available to 
applicants on 
internet
Educational 
material 
developmoit 
/Create content
Educational 
material 
developed to 
meet scope and 
schedule 
requirements
Educational 
material 
approved and 
on schedule.
Project
manager
Receive approval 
o f accountability 
and informational 
material
High Educational
material
development
Project
manager
Training 
available to 
applicants on 
internet
Educational 
material 
development 
. Create content
Educational 
material 
developed to 
meet scope and 
schedule 
requirements.
Educational 
material 
approved and 
on schedule.
Project
manager
Pro] e-ct Man ag eni ent D  epartm ent. U ni vers! ty o f  A1 asks A n chora g e
Pr
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R E Q U I R E M E N T S  T R A C E A B I L I T Y  M A T R I X
6 A pplicants affiim  
their
responsibility fo r 
grant m oney.
H r f i Legal A dm in istra
tiv e
O perations
M anager
A pplicant
responsibility
a ffid a v it
form
availab le on 
Trails  
Program  
W ebsite
Create a ffid av it 
fo rm .
Signed the 
approved form
Signed form  
on file .
Project
m anager
20
14
 D
ar
cy
 B
. H
ar
ris
Incorporate State
Procurem ea
requirem ents
H igh Educational
m aterial
developm ent
A dm in istra
tiv e
O perations
M anager;
Project
M anager
Educational
m aterial
approved
State
Proem em eu
OfficCT
A pproval
V erb a l or w ritten
approval
Verba] or
w ritten
approval
Project
m anager
S The required  
accountability 
and app licaion  
m aterial w ill be  
availab le on the 
State Trails  
Program  w ebsite 
fo r applicants to  
access at their 
convem ence p rin  
to  application  
deadline.
H igh Technology Project
m anager
Training  
availab le on 
in tern e t
Technology;
Im plem entation
A vailab le  and 
functional on 
w ebsite
A va ilab le  and  
functional on 
w ebsite
P M  w ith
IR M
D iv is ion
9 A dopt 
institutional 
controls to ensrae 
grant contract 
com pliance
H igh Legal IH W A A pplicant
responsibility
a ffid a v it
form
availab le on 
Trails  
Program  
W ebsite
Create a ffid a v t 
fo rm
C ontent v a li dated 
and approv ed by  
m anagement
C ontent 
validated and 
approved by 
m anagement
Project
M anager
P roject M anagem ent D epartm ent, U n ivers ity  o f A laska A nchorage
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Appendix J: Initial Project Abstract
Project Abstract
There is a significant lack of understanding on the part of new grant applicants and current 
grantees, about state and federal procurement requirements and how they directly relate to the 
federal programmatic guidelines for the Recreational Trails Program. This lack of understanding 
translates into many hours of coaching the applicants and answering their questions. As the 
manager of this program it is my responsibility to ensure compliance with federal and state laws, 
as well as program guidance, and there are currently no tools to consistently achieve this 
complex task. As an added benefit, when applicants become more knowledgeable, they will be 
more self sufficient and require less staff time to assist them with the grant application process.
This project idea accommodates two needs. It helps educate the applicants, enabling them to be 
more successful throughout the entire grant process, and it protects the State of Alaska, DNR, 
legally, because the applicants will be informed of the rules and regulations surrounding 
procurement and federal grants and will have acknowledged their personal responsibility to 
engage the program with integrity.
This project will develop an application instruction and information manual for Recreational 
Trails Program applicants in Alaska about how to apply for funding and comply with federal and 
state fiscal regulations and programmatic guidelines. It will be available on the State Trails 
Program website for applicants to access at their convenience. In addition the project will create 
an accountability affidavit where each applicant will acknowledge and sign their name that that 
they are responsible and accountable for federal grant funds, and that signed document will be 
required as part of their application.
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Appendix K: Project Charter
P r o j e c t  C h a r t e r :  R e c r e a t i o n a l  T r a i l s  P r o g r a m  P r o c e s s  I m p r o v e m e n t
Project Title: Recreational Trails Program Process Improvement_______________________________
Project Sponsor: Ben Ellis, Director of DPOR Date prepared: September 4, 2014
D N R  and R TP  applicants
Project Manager: Darcy Harris_ _________  Project Customer: and grantees______ ______
Project Purpose or Justification: Business Case or Need_____________________________________
I have identified that there is a significant lack of understanding on the part of new grant applicants and 
current grantees, about state and federal procurement requirements and how they directly relate to the 
federal programmatic guidelines for the Recreational Trails Program. This poses a two-fold problem. It 
takes an enormous amount ol staff time to coach applicants through the lengthy grant process and as 
the manager of this program H is my responsibility to ensure compliance with federal and state laws, as 
well as program guidance, and there are currently no tools to consistently achieve these complex tasks.
Project Description: Abbreviated Statement of Work ___  ___ ________ _
This project will create a required training curriculum, and companion application instructions for 
Recreational Trails Program applicants in Alaska about how to apply for funding and comply with federal 
and state fiscal regulations and programmatic guidelines. The training will be available an the State 
Traiis Program websiie for applicants to iake at their ieisure; however a primed and signed completion 
verification sheet will be required with their application. (This may be recorded digitally depending on the 
Interface used.)
The  first semester I will develop a project management plan for this project, and Initiate communication 
with the IRM division regarding technical support. During the second semester I will break this project 
into two phases. I intend to both develop the application Instructions that will be a companion end 
precursor to the on-line training, and organize the technical requirements for hosting this curriculum on 
the web. This will be followed up by developing the final, on-line content In a web-based training where 
applicants will need to participate and verify this participation as part of the requirements for application. 
This will be completed in the spring of 2015 and will become public during the subsequent grant cycle, 
August 201S. This curriculum and web-interface will be Iterative and subject to stakeholder feedback
Project and Product Requirements:_________________________________________________________________
Training and application instructions will be available on the internet for applicants to access at their 
convenience. This will increase applicant success and require less staff time for the Trails Program 
throughout the process. Applicants will also acknowledge their responsibility for the information and all 
legal requirements.
Acceptance Criteria:_________________ __ _________________________________________________
Training available to applicants on the internet to accompany companion application instructions. 
Acknowledgement of responsibility by applicants adds legal support to DNR for federal grant programs.
H igh Level Risks: ___________________________________________________________________
1) Federal gas tax trust fund does not get supported and the R TP  runs out of money.
2) R TP  does not get supported in national transportation bill.
3) Training is not accepted by D P O R  management or applicants.
4) Grant fraud is identified, FH W A  performs audit. Funding is jeopardized.
5) Web-based interface Isn't available, or identified as unfeasible, or impracticable
Darcy Morris 686 A  Recreational T ra ils  Program Process Improvement
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P r o j e c t  C h a r t e r :  R e c r e a t i o n a l  T r a i l s  P r o g r a m  P r o c e s s  I m p r o v e m e n t
P r o je c t  O b j e c t i v e s S u c c e s s  C r it e r ia P e r s o n  A p p r o v i n g
S c o p e :
C re ate  a training curriculum  and 
com panion application 
instructions that will be available 
on internet that assists 
applicants, de crea se s w o rk  load 
for State Tra ils  P rogram  staff 
and provides legal support for 
D N R .
Applicants are  m ore successful, 
take less coaching, and take 
legal responsibility for the 
federal grant m o n e y they 
receive.
D a rcy  Harris: Project M a nager 
B en Ellis: Project Sp o n so r
T im e :
M eet the Project P rogress 
M ilestones (P P M ) and h ave 
project ready for full 
im plem entation by beginning of 
next grant cycle.
M eeting the P P M  deadlines and 
Incorporating feedback. S e e  
M ilestones B elow
Instructor of record. Com m ittee
C o s t:
In addition to the cost of m y  tim e 
(to be valued for the purpose s of 
this project at $1/he) costs will 
include an R S A  with the 
Information R esource  
M a nagem ent office at D N R , and 
m inim al time from the D irector of 
D P O R  and the State 
P rocurem ent Officer.
Efficient use of time, utilizing 
internal resources for m axim um  
benefit.
Project M a nager, D a rcy  Harris
Q u a lity :
Practicability for applicants and 
legal co ve ra ge  for D N R .
Actually used in the field and 
office
Ben Ellis and D a rcy  Harris
S u m m a ry  M ile s to n e s Due Date
D evelop Project M a n a g e m e n t Plan, fulfilling P P M 1 -P P M 4 , assignm ents for M S P M S e p t  12, O c .3 , 
O ct. 24, N o v, 21,
S e cu re  assistance from the IR M  Division for technical expertise to host on-line 
training curriculum , establish R S A .
N o v e m b e r, 2014
Present final presentation of approved project m an agem ent plan. D e ce m b e r 1-2, 
2014
D e ve lop  application instructions. G a in  F H W A  and State P rocurem ent officer 
approval of procurem ent la w  a n d R T P  guideline content.
Ja n u a ry  2015
D evelop on-line training content, include input from legal departm ent and have 
approved.
M a rch  30, 2015
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P r o j e c t  C h art e r :  R e c r e a t io n a l  T ra i l s  Progra m  Pr oces s  Im pro vem ent
Estimated Budget:
All time spent by Project Manager will be valued at $1 for purposes of 
this assignment
Project Management: September-December Initiate Project. Develop PMP: 104 
hours
$104
Development of application instructions. 40 hrs x $1=$
$40
Curriculum development 40 hrs x $1=$40
$40
A minimal amount of time will be spent by both the Procurement Officer and the 
Director of DPOR for review, approval, and consultation.
Technology development and Integration with curriculum (TBD) 
R SA  with IRM" ? hrs x $?=$
Authority:
Technical Decisions:
1 The project manager will be working with the Information Resource Management (IRM) Division of the 
ONR for technical expertise. Any decision having to do with the content of the web page will be approved 
by both the Division Director and the project manager.
Approvals;
LuAnn Piccard
Advisor Signattirp
> M l '  "  )  / ! ' . !
Advisor Name 
Darcy Harris
Project Mintage' Signature '!  1 Project Manager Name
Ben Ellis
SponMSr S ignature
7 /  Z - Z / Z D / V -
Sponsor Name
Date' Date
G range Track
Darcy Harris 686 A Recreational T rails  Program Process Im provem ent
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Appendix L: Sponsor Letter
THE STATE D epartm ent o f Natural  Resources
'ALASKA l>i\isjon oi Parks ynd Outdoor Roc »CJ lion550 west Avf* Suite I38C 
Ao-.lioracje A iodu 99501
(rt) \  I'.RNUR Skax  F a r n h  l Main 907-7*9 0700 
fa* 9 0 7 Hg VB?C i 7
A ugust 2 7 ,2 0 1 4
Ms. LuAnn Piccard 
University of Alaska, Anchorage 
Project Management Department Room 155 
3901 Old Seward Highway 
Anchorage, AK 99503
Re: Project sponsor support for Darcy Harris PM686 
Dear Ms. Piccard
I am writing to you to express my support for Darcy’s project work with the MSPM program. 
Her project will accommodate two needs she has identified within the federal grant program she 
manages. It will help educate grantees about state and federal procurement requirements and 
programmatic guidelines, which will result in their increased success throughout the granting 
process and require less of our staff time to help them teach their funding goals. It will also 
provide (he grantees with information so they may engage the program with integrity and 
responsibility We look forward to an improved grant program when Darcy is finished with her 
project.
Sincerely,
gea Ellis
Director, Division of Parks and Outdoor Recreation
cc: Darcy Harris
2014 Darcy B. Harris
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Description of expected research methods, instruments and approaches 
Darcy Harris MSPM 686A Fall Semester 2014
Internal Stakeholder Survey
(Department o f  Natural Resource (D N R ), Division o f  Parks and Outdoor Recreation (DPOR), Federal 
Highways Administration(FHWA), U.S. Department o f  Transportation)
Subjects:
Jamie Walker: DNR, DPOR, Administrative Operations Manager
Steve Neel: DNR, DPOR, Grants Administrator
Justin Wholey: DNR, DPOR, Trails Program
Sally Davies: DNR, DPOR, Trails Program Accountant
Marlys Hagen: DNR, State Procurement Officer
Paul Wistrand: FHWA, USDOT, Recreational Trails Program manager
Jeff Budd: Outdoor Recreational Trails Advisory Board (ORTAB) -Chair
Format
Survey questions will be emailed to each informal team member.
Draft Qualitative Research Questions:
1. How can we improve how we manage the Recreational Trails Program?
2. What are the largest issues surrounding applicant success/lack o f  success?
3. Where could we improve the efficiency o f  the RTP process?
4. What controls can we establish and employ to ensure grantee compliance?
Results analyzed:
No personal or identifiable data will be collected, however all participants are internal stakeholders, and 
will discuss the answers to these questions collaboratively. Questions are broadly stated in order to solicit 
a wide range o f  honest information from volunteers and not to guide them in their answers.
The results o f  this survey will be recorded and organized according to category and then applied directly 
to the area o f  the program they w ill affect. For example: If a suggestion is made to include a form to 
record vehicle mileage associated with a grant contract number, that form will be added to the grantee 
package for reimbursement requests.
Appendix M: Research Sources, Methods, and Instruments
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Applicant Needs Assessment
Subjects
Ten former applicants who have had varying experiences with the RTP application process 
Format
Survey questions will be emailed to each willing volunteer.
Draft Qualitative Questions:
1. What have been your biggest challenges when applying to the RTP?
2. How would you like to see the grant application process improved?
3. What kind o f  reference information or material would be helpful to you when navigating the 
application process?
4. How can the State Trails Program Office help improve your application experience?
Results analyzed:
N o personal or identifiable data will be collected. Questions are broadly stated in order to solicit a wide 
range o f  honest information from volunteers and not to guide them in their answers. The resulting 
information will be organized into categories. For example: suggestions about how to improve the 
application instructions will be collected together, cross referenced so as to not be duplicative, and 
organized so they can be directly implemented or inserted into the document.
Information will be analyzed for accuracy and vetted as necessary before included in the instruction 
manual.
2014 Darcy B. Harris
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Appendix N: Planning Phase Status Reports
One Page PM 686A Project Status Report Dashboard
Name: Darcy Harris Date September 19,2014
Project Title: Recreational Trails Program Process Improvement
Synopsis of Projoct Progress Sines Last Report
This project will create a required training 
curriculum , and com panion application instruction 
manual, for Recreational Trails Program grantees 
in Alaska about how to apply for funding and 
com ply with federal and state fiscal regulations 
and program m atic guidelines. It will be available 
on the State Trails Program website for applicants 
to take at their leisure; how ever a printed and 
signed com pletion verification sheet will be 
required with their application. This project idea 
accom m odates two needs. It helps educate the 
applicants, making them  able to be m ore  
successful throughout the entire grant process, 
and it protects the State o f Alaska, DNR, legally, 
because the applicants will be Informed o f the  
rules and regulations surrounding procurem ent 
and federal grants and will have acknowledged  
their personal responsibility to engage the 
program with integrity.
• Need identified and project supported by 
sponsor (charter co m p le te ).
• Prelim inary schedule and W SB com pleted.
• Com m ittee created and consultation/ 
m eeting requirem ents established with 
two of three mem bers.
• Com m unication initiated with IRM group  
regarding technological interface.
• Application instructions started.
• PMP started.
• PPM 1 Com plete
Currant Status Forecast
• Current SPI=(EV/PV= 7 5 2 /4 9 2 )= !
• Current CPI= (EV/AC= 7 5 2 / 7 5 2 ) - ^
1 am currently ahead of schedule and on budget. 
These numbers m ay not accurately reflect the  
entire project because there is so little data to  
date. However 1 wanted to start using these status 
tools.
If acceptable 1 m ay need to  be em ploying Rolling 
W ave Planning because som e tasks fo r this project 
have already begun.
1 forecast that at this tim e, if things go as planned  
and my m ajor risks are not realized, 1 will be within  
schedule and budget projections.
Anticipated Changes/Key R ilks/Corr active  
Actions
Key Takeaways/W here Help Needed
1 am still waiting to hear if the FHWA will 
im plem ent a continuing resolution o r the Congress 
will adopt a new national transportation bill. This 
will be known by early October after the start of 
the new federal fiscal year. 1 anticipate this to be 
low risk but high consequence.
1 am waiting to hear if 1 will be allowed to spend  
the m oney on an RSA with the IRM (tech) group, or  
If 1 will be doing that integration myself. This 
decision is the predecessor to the RSA task on my 
schedule although 1 am unclear how to  add this.
Updating schedule and WBS.
Answ ering internal budget questions to  be 
reflected in next PPM.
1 need to  im prove m y M S Project skills as 1 
understand what a valuable tool it is. Utilizing this 
has, thus far, been one of m y b iggest challenges. 
W hen m y sponsor returns to town 1 will collect his 
signature on m y Charter. This will be Septem ber 
22.
I w ill be arranging m eeting tim es with m y advisor 
and com m ittee m em bers now that we will all be in 
town.
2014 Darcy B. Harris
Project Management Department, University o f Alaska Anchorage
46
Name: Darcy Harris Date October 10.2014
One Page PM 686A Pro ject Status R eport Dashboard
Project Title: Recreational Trails Program Applicant Accountability and Process Efficiency Project
Synopsis o f Project Progress Since Last Report
This Project will create required accountability and 
guidance material, in the form of an Application 
Instruction and Information Manual for RTP applicants 
in Alaska, about how to apply for funding and comply 
with federal and state fiscal regulations and 
programmatic guidelines. The information will be 
available on the State Trails Program website for 
applicants to review, and acknowledge their 
responsibility for, at a time convenient to them, prior to 
the application deadline; and a printed and signed 
affidavit acknowledging their potential responsibility 
for federal grant money will be required for application.
1 decided to refine my project title from Recreational 
Trails Program Improvement Process to Recreational 
Trails Program Applicant Accountability and Process 
Efficiency Project
1 have decided to assign myself as two resources in my 
project schedule in order to track the tasks for school 
and work separately. My "student" resource has 
completed PPM2 and has met with members of the 
graduate committee to talk about progress and 
research methodology.
1 am developing my research methodology and survey 
questions, and identifying the subjects for my research.
Current Status Fo raca it
1 am currently on schedule to complete the project 
management plan, and meet the milestones of both 
school and project elements. My overall project CPI is 
|  due to the fact that some tasks have taken less 
time than 1 thought they would. My PPM CPI is |  so 1 
am right where 1 thought 1 should be.
1 forecast that barring my high level risks becoming a 
reality 1 should be right on course for both of my 
identified resources! Student, Project M anager)
A nticipated Changes/Key Rltks/Corracthra A ctions Kay Takeaw ays/W hare H alp Naadad
1 am still waiting to hear if the FHWA will implement a 
continuing resolution or the Congress will adopt a new 
national transportation bill. This will be known by late 
October or early November. 1 anticipate this to be low 
risk but high consequence.
1 will not need to establish an RSA with the IRM division 
as one is in place already to serve the needs of our 
division. This will save my project money, however, the 
IRM division also let me know that they will not be able 
to offer me an Interactive platform from which to host 
my information. Applicants will be expected to print 
and sign an affidavit acknowledging their responsibility.
1 am identifying which knowledge areas 1 need to 
address in detail in my PMP in order to effectively 
manage my project, and which 1 will simply 
acknowledge.
1 am going to be tracing all of my project requirements 
back to individual stakeholders and including this in a 
more in-depth Requirements Traceability Matrix
2014 Darcy B. Harris
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I n t r o d u c t io n
This Project Scope Statement serves as a baseline document for defining the scope of the 
Recreational Trails Program Applicant Accountability and Process Efficiency Project (Project), 
project deliverables, work which is needed to accomplish the deliverables, and ensuring a 
common understanding of the project’s scope among all stakeholders. All project work should 
occur within the framework of the project scope statement and directly support the project 
deliverables. Any changes to the scope statement must be vetted through the Project Change 
Management Process prior to implementation.
P r o j e c t  P u r p o s e  a n d  J u s t i f i c a t i o n
The Project has been approved to plan, design, and implement a new accountability protocol and 
instructional material for applicants to the Recreational Trails Program (RTP). It has been 
identified that there is a significant lack of understanding on the part of new grant applicants and 
current grantees, about state and federal procurement requirements and how they directly relate 
to the federal programmatic guidelines for the RTP. This poses a two-fold problem: it takes an 
enormous amount of staff time to coach applicants through the lengthy grant process, and as the 
manager of this program it is my responsibility to ensure compliance with federal and state laws, 
as well as program guidance; and there are currently limited tools to consistently achieve these 
complex tasks.
S c o p e  D e s c r i p t i o n
This Project will create required accountability and guidance material, in the form of an 
application instruction and information manual for RTP applicants in Alaska about how to apply 
for funding and comply with federal and state fiscal regulations and programmatic guidelines. 
The information will be available on the State Trails Program website for applicants to review,
2014 Darcy B. Harris
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and acknowledge their responsibility for prior to the application deadline; and a printed and 
signed affidavit acknowledging their potential responsibility for federal grant money will be 
required for application.
The first semester the Project Manager will develop a project management plan for this Project, 
initiate communication with the Information Resources Management (IRM) division regarding 
technical support to host this material on the website, and identify qualitative research 
methodology for an applicant needs analysis. In the time between the semesters the project 
manager plans to initiate a survey of a select group of applicants utilizing the current application 
instruction manual. She will also initiate an investigation with internal stakeholders to find out 
what they think are the most vulnerable, difficult, and cumbersome issues with the current 
process and manual. During the second semester the project manager will develop an improved 
application instruction and information manual and an accountability affidavit. These will be 
hosted on the State Trails Program website. This will be completed in the spring of 2015 and 
will become public during the subsequent grant cycle, August 2015.
H i g h  L e v e l  R e q u i r e m e n t s
Accountability requirements and application information and instructions will be available on the 
State Trails Program website. This is anticipated to increase applicant success and require less 
staff time for the State Trails Program throughout the process. Applicants will also acknowledge 
their responsibility for understanding the information and all legal requirements related to 
applicant accountability. An accountability affidavit for every applicant will be required for 
successful application for the FFY16 grant cycle.
B o u n d a r ie s
The Project includes all work associated with planning, designing, applicant needs analysis, and 
implementing the Application and Instruction Manual and Applicant Accountability Affidavit. 
This includes requirements gathered from the State Procurement Officer, the Federal Highways 
Administration (FHWA) RTP administrator, the DNR Division of Parks and Outdoor Recreation 
(DPOR) Administrative Operations Manager, and the State Trails Program staff, conceptual and 
technical design and testing, troubleshooting, and implementation of this material on the State 
Trails Program website with the help from the IRM Division of DNR. Not included in the scope 
of this project are: work associated with a currently open RTP grant cycle, and all other duties as 
assigned for the project manager in her work day.
2014 Darcy B. Harris
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S t r a t e g y
For the Project strategy, the project manager will initiate an investigation with internal 
stakeholders, calling on the expertise of the State Procurement Officer, the FHWA RTP 
administrator, the DPOR Administrative Operations Manager, and the State Trails Program staff, 
to find out what they think are the most vulnerable, difficult and cumbersome issues with the 
current process and manual. In addition, she will initiate a survey utilizing the current application 
instruction manual and a select group of applicants. She will collect and organize the resulting 
information and develop an improved application manual, an applicant accountability affidavit 
form, and more efficient application process.
D e l i v e r a b l e s
There are multiple deliverables which will be produced as a result of the successful completion 
of this project. The Project Manager is responsible for ensuring the completion of these 
deliverables.
1. An approved Project Management Plan.
2. An application instruction and information manual for RTP applicants.
3. Required applicant accountability and guidance material available on the State Trails 
Program website.
4. An affidavit form, for grant applicants, acknowledging legal responsibility for federal 
grant funds and state and federal procurement law.
A c c e p t a n c e  C r i t e r i a
Acceptance criteria have been established for the RTP Project to ensure successful completion of 
the project. All acceptance criteria must be met in order to achieve success for this project:
1. The Project Management Plan must be practicable to execute the project and meet the 
identified goals.
2. Application and accountability material is developed and approved by DPOR 
management and is available to applicants on the State Trails Program website.
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3. Creation of this manual on schedule and available for grant cycle FFY16.
4. Transition and implementation does not interfere with meeting the FFY16 grant cycle 
schedule.
5. The project must meet the needs identified by the stakeholders for process improvement.
6. Applicants acknowledging fiscal responsibility and understanding of federal and state 
procurement rules will be requirement for all grant applications.
7. A successful project will induce a cost savings when staff time to coach applicants 
through the grant process, is reduced.
C o n s t r a in t s
The following constraints have been identified for the RTP project:
1. The Project Management Plan must be completed by November 21, 2014, per the MSPM 
schedule.
2. The Internal Review Board must approve research methodology prior to investigation.
A s s u m p t io n s
Several assumptions have been identified for the RTP Project. During the project planning phase 
every effort must be made to identify and mitigate any risk associated with the following 
assumptions:
1. The Trails Program manager has support from the Division Director to proceed with 
developing and implementing the applicant information and accountability training.
2. The RTP program will be funded for the next fiscal year.
C o s t  E s t i m a t e
In addition to the cost of the student's time (to be valued for the purposes of this project at $ 1 /hr) 
and the Trails Program Coordinator's (project manager) time at actual cost ($63.2/hr) costs will 
include minimal time from the Director of DPOR, the DPOR Administrative Operations 
Manager, and the State Procurement Officer for review and consultation. These tasks (other than 
those performed by "student" are all within the regular job duties of those positions identified.
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C o s t  B e n e f i t  A n a l y s i s
The cost of not doing this Project could be equal to the loss of the RTP allotment to Alaska, 
$1,527,922, annually. If applicants are found to be ill-informed and irresponsible with federal 
grant money, a federal audit could result in the loss of that money being available for Alaska’s 
trails' communities.
2014 Darcy B. Harris
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1.0 GENERAL PROJECT INFORMATION
The Recreational Trails Program provides reimbursable grant funding for recreational trail 
development and repair, and environmental protection and safety/education programs 
relating to recreational trail use. The Recreational Trails Program Applicant Accountability 
and Process Efficiency Project developed two tools to improve the effectiveness o f the 
program.
New grant applicants and current grantees require clear guidance about state and federal 
procurement requirements, federal regulations, and programmatic guidelines for the 
Recreational Trails Program in Alaska. The iterative tool and administrative controls 
created for this project will help to guide and inform the applicants and add legal 
protection for the State o f Alaska, Department o f Natural Resources (DNR) immediately 
and into the future. The Application Instruction and Information Manual (Manual) details 
the rules, regulations, requirements, and processes for compliance surrounding 
procurement and federal grants and is publically-available for applicants to utilize during 
the grant cycle. Legal language has been added to the signature page of the application so 
each applicant understands the importance of compliance and integrity when managing a 
federal grant. The Manual is intended to be a generalizable tool that will continue to evolve 
as different groups o f stakeholders provide input and feedback with regard to its utility.
This nroiect was initiated to assist the maioritv of erant annlicants with nrocesses 
regulations, and guidelines, increase comprehension and success, and reduce management 
time coaching and frustration for applicants. To a lesser degree but intended to mitigate a 
higher risk, this project researched, created, and added supplementary legal language into 
the application that will serve to both add a layer of legal protection for the DNR and 
remind applicants of their fiscal responsibilities when managing federal grant funds.
The hypothesis for this project is that when applicants have an improved means by which 
to meet the requirements of the grant program they will become more self-sufficient, 
knowledgeable, successful, and compliant. It is the program manager’s responsibility to 
ensure compliance with federal and state regulations, as well as program guidance, and 
there are now effective tools and administrative controls to consistently achieve this.
2.0APPROVED CLOSEOUT PROCESS
2.1 C L O SEO U T AND A C C E PTA N C E M A N A G EM EN T PR O C ESS
P r o je c t  M a n a g e m e n t: During the Project Closeout and Acceptance phase the project 
manager will ensure all parts of the Project Management Plan have been completed and to 
the level of quality expected, including all deliverables completed to the level of quality 
expected. See Appendix A for the Project Closeout Checklist.
S p o n s o r  A c c e p ta n c e :  In order for the project to be complete it must be accepted by the 
sponsor. To document this, the sponsor will complete a project satisfaction survey 
acknowledging that the goals and deliverables for the project have been met and produced, 
and at an acceptable quality. See Appendix B for the Sponsor Closeout Approval.
C h a n g e : During the closing process, the project manager will analyze each approved and 
implemented change as well as the Change Management Process. Based on this analysis
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and experiences throughout the project, the project manager will identify any 
improvements that can be made to the risk management process for future projects. These 
improvements will be captured as part o f the lessons learned archive.
Risk-. During the closing process, the project manager will analyze each risk as well as the 
Risk Management Process. Based on this analysis and experiences throughout the project, 
the project manager will identify any improvements that can be made to the Risk 
Management Process for future projects. These improvements will be captured as part of 
the lessons learned archive.
3.0 CHANGE MANAGEMENT CLOSURE
3.1 A PPR O V E D  C H A N G E  M A N A G E M E N T  PR O C E SS
This Change Management Process was developed for the Project by the project manager 
for all key stakeholders whose support is needed to accomplish the project. It established 
an organized process for tracking the collection, review, implementation, and coordination 
of all changes to the project from its beginning. See Exhibit 1 Change Management 
Process below for the process steps.
Step Description
Generate Change 
Request (CR)
A Submitter completes a CR form and sends the completed form to the project 
manager
Log Change 
Request Status
The project manager enters the CR into the Change Log. The CR’s status is 
updated throughout the CR process as needed.
Evaluate Change 
Request
Project personnel review the CR and provide an estimated level o f effort to 
process, and develop a proposed solution for the suggested change
Authorize Approval to move forward with incorporating the suggested change into the 
project/product
Implement If approved, make the necessary adjustments to carry out the requested change 
and communicate CR status to the submitter and other stakeholders
E xhibit 1: C hange M anagem ent Process
3.2 C H A N G E M A N A G E M E N T  IM PL E M E N T A T IO N
Through the Change Management Process a total o f eleven changes were made to the 
original Project Management Plan (PMP). Of these changes only one made a significant 
change. Based on survey data and stakeholder input one original product description was 
adjusted. The researcher learned through her internal-stakeholder survey that she could 
accomplish the same outcome and take a more appropriate approach. From the scope 
baseline identified in the PMP she collected data, used the change management process 
and incorporated the change to make a material improvement to the project’s product.
4.0RISK MANAGEMENT CLOSURE
4.1 A P PR O V E D  R ISK  M A N A G E M E N T  PR O C ESS
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The approach for managing risks for the Project included a method by which the project 
manager, along with consultation with the project management team of key stakeholders, 
identified the various risks during the planning phase. The team’s goal was to proactively 
identify risks to the project in order to implement a mitigation strategy from the beginning. 
Eight identified risks were realized but none o f them were serious enough to cause major 
changes to the scope, schedule, or budget.
4.2 PR O JEC T RISK  A N A L Y SIS A N D  R E SPO N SE
A few minor changes were implemented resulting from risks being realized, however, 
nothing that changed the scope, schedule or budget of the plan significantly.
During the closing process, the project manager analyzed each realized risk as well as the 
risk management process. Based on this analysis and experiences throughout the project, 
the project manager did not identify any improvements that should be made to the risk 
management process for future projects. Please see Exhibit 2: Realized Risk Register 
below for more detail.
REALIZED RI8K REGISTER
R e c re a t io n a l T r a ils  P r o g r a m  A p p l ic a n t
Project Title: A c c o u n t a b i l i t y  a n d  P ro c e s s  E f f ic ie n c y  P ro je c t  Data Updated: April. 2016
Risk
IQ
Risk Statement Probablllt
y IP}
Impact <l)
IPX »)
Response
May etill be 
iM l iu d  
after project 
Is closed
Scope Quality Schedule Co m
rt rti e Fe dera l pas tax 
trust fund Is not funded  
Biter M a y the R T P  will no  
lo n g e r b e  funded
iOOQm iDOfn 696 t53 Specific p roje ct wnl be  c a nce lle d  bur 
Idea m a y b e  transferred to a n o th e r grant 
progra m
X
ih a  R i p  is  n o w  subject 
to tne n e w  2 C F R  200  
‘s u p e r circular
m s m s CK There is n o  alternative than to c o m p ly  
with too n e w  2 C F R  2 0 0  *S u p e r  
C irc u la r. A n y  additions o r c h a n g e s  to 
the form er re gula tions will b e  a d d e d  to 
the A pplication Instruction a n d  
information M a nu a l M ore training an d  
outreach w ill result In  o rde r to assist 
applicants
‘su pe r c irc u la r  provides  
a n  o p p o rtu n ity  of 
in cre ase d structure  fbr 
p ro  ora  m  a n d  applicant 
com plia nce
io m * 10096 1009b o* s sms
0  5096 
2:3096
The  n o w  5 6 6  w id a d d  eom e  
structure e nd  Instruction to area s o r the 
R T P  regulation that ha ve  b e e n  vague  
This m a y  help the applican ts a n d  
m an age rs m ore clearly  u nde rsta nd  w hat 
Is re qu ired  an d  take out s om e  e lem ent 
ofsu bje cbve  Interpretation
“s u p e r c irc u la r'm a y  
In cre ase  applicant 
confusion resulting in  
d e c re a se d  applicant 
perform a nce
tO}96 o n 009* 096 iflhe n e w  2  G P R  2 0 0  ca use s confusion  
the m a n a g e m e n t team  w ill in cre ase  the 
n um be r a n d  com position o f  training  
opportunities for applicants a s  w e ll as 
Increase the applicants'opportunities to 
give  feedback a n d  e sk  q uestions
3f
Pro je ct M a n a g e r gets 
sick a n d  this chan ge s  
sche dule  o f tasks
~ 5 U K 6 * O  3096 bate s u rve y  s e n t out to K a y  
stakeholders a n d  applican ts m a y b e  
c h a n g e d  b u t w o n t pjjpjgl quality, scope 
or cost
rs P ro je ct M a na ger decities  
to ch a n ge  date su rvey  
o p e n s  b eca use  o f  
u nkn ow n  re aso ns
m s 09b "OK ~S~Z59S Date s u rv e y  se n t o u t fo K e y  
stakeholders a n d  applicants m a y b e  
cha n ge d  b u t w o n t  aftecl quality, sco pe  
or coot.
R e s p o n s e s  Ifomtte 
su rveys that 
en courageA xm  vinca 
proje ct m an age rto  
ch a n ge  proje ct outcom e
W K 10096 CK 09c S 0  T9. The proje ct m a n e g e n a  o p e n  to tho idea 
that site m a y b e  c o n vin ce d  b y  the data 
received to sJightty alter h e r appro ach  o r  
deliverables with the S ponsor's  
approve1
r s A ll applicants do not 
beco m e  m ore  
accountable even though 
they are re qu ired  to 
a c kno w le dge  their 
accountability
2396 10096 ms --------- The proje ct m an a ge r ha i  at a 
m inim um , p u t  Into p la ce  le ga l la ngu age  
Id  protect the p ro gra m  a n d  D tvR, e nd  
despite the actual outcom e or behavior 
of n on -co m plian t applicants she has  
started en e nviro n m e n t o f Im prove m e nt 
e n d  com pliance w he re  m ore education  
Is p re do m ina nt a n d  n o n -co m p lia n ce  Is 
unacceptable.
Exhibit 2: Realized Risk Register
1. The RTP is now subject to the new 2 CFR 200 “Super Circular” from the Office o f 
Management and Budget. This was a risk that had 100% certainty of happening. It was 
included on the risk register because it had the potential of influencing the RTP in
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various, and unknown, ways because the program and applicants must comply with these 
regulations.
This may mean continued risk for all stakeholders involved even after the project closeout. 
There is no alternative but to comply with the new 2CFR 200 “Super Circular” so the project 
manager chose to see this as an opportunity for increased structure and compliance. All 
additions or changes to the former regulations have been added to the Application Instruction 
and Information Manual in sections as applicable. In addition, more training and outreach 
about these changes will be included in future workshops and applicant training 
opportunities.
2. The project manager got sick and the surveys were sent out to the key stakeholders and 
applicants about a week later than originally scheduled. As predicted there was no 
significant impact to Scope, Schedule, Quality or Cost.
3. The project manager predicted that the probability of something unknown effecting the 
date the surveys went out to participants as 25%. This risk was realized because it was 
intentionally decided that people were busy and distracted during the holidays and few 
people would likely participate. The response was that the survey was sent out to the key 
stakeholders and applicants about a week later than originally planned and after the 
holidays. As predicted there was no significant impact to Scope, Schedule, Quality or 
Cost.
The project manager, even though the ends were met, and the result will not affect the 
project outcome, did not effectively use the scheduling tool. Because o f this risk, the 
project manager identified that her schedule was not reflecting accurate available time. The 
additional time available would have been more easily quantified had the project manager 
more accurately assessed available time and tested the schedule instead o f leaving gaps in 
the schedule to be used as necessary or ad hoc.
4. The project manager received feedback from a survey respondent, a key stakeholder on 
the project team that having each applicant sign a separate document called an a f f id a v it  
was not sending a positive message. The project manager agreed that the idea to have the 
applicants acknowledge responsibility for federal grant money and procurement law 
could still be accomplished by adding language to the application they sign anyway, and 
without appearing threatening or untrusting.
The project manager thought this was an excellent observation and allowed for the same 
outcome by means o f a softer method. This follows with the fact that this change is being 
made to accommodate for the improprieties of a very small percentage yet will be expected 
of all applicants.
5. There are still identified risks that may be realized even after project closure due to the 
schedule of the grant cycle.
The project manager has responses planned for these if they are realized.
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Appendix A Project Closeout Checklist
Project Closeout Checklist_______________________________________________________________ Version: 1.0
Project Closeout Checklist
Protect Title;
Recreational Trails Program Applicant Accountability and 
Process Efficiency Project
Prepared by: Project Manager
Date: April 7,2015
Item Status Comments/ 
Plan to Resolve
Have all the product or service deliverables 
been accepted by the Sponsor?
Y es N /A
Are there contingencies or conditions 
related to the acceptance? I f  so , describe in 
the Comments.
N o N /A
Has Sponsor com pleted closeout survey? Y es N /A
Has the project been evaluated against each 
performance goal established in the project 
management plan?
Y es N /A
Have the actual m ilestone com pletion dates 
been compared to the approved schedule?
Y es N /A
Have all approved changes to the schedule  
baseline been identified and their impact on 
the project documented?
Y es N /A
Have all approved changes to the project 
scope been identified and their impact on  
the performance, cost, and schedule 
baselines documented?
Y es N /A
H ave Lessons Learned been captured and 
archived?
Y es N /A
Has the project docum entation been 
archived as described in the project plan?
Yes N /A
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Project Closeout Checklist Version: 1.0
Signatures
The Signatures o f  the people below relay an understanding that the key elements within the Closeout Phase 
section are complete and the project has been formally dosed.
PosMon/Title Name Dale Phone Number
Project Manager Darcy Harris April 7,
2015
907-269-8700
S ignature M l
**Note: A lso  see the Sponsor Satisfaction Survey in Appendix A  o f  Project Closeout Document
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Appendix B; Project Close-Out Approval
R e c re a tio n a l T r a ils  P ro g ra m  A p p lic a n t  A c c o u n ta b il ity  and Process E ffic ie n c y  I’ r o jc c l
Project Closure / Sponsor Satisfaction Survey
P roject In trod u ction
The Alaska Stale Trail Program Manager identified two ureas of the Recreational Trails Program 
that needed improvement and produced the deliverables to help accomplish those goals. She 
followed a project management plan and used project management methodology throughout the 
planning and execution phases of the project. The final research paper and the associated 
products represent the execution phase of the RTP Applicant Accountability and Process 
Efficiency Project (Project) An application instruction and information manual (Manual) was 
developed for RTP applicants in Alaska, detailing how to apply for funding and comply with 
federal and slate regulations and programmatic guidelines. The Manual will be available on the 
Alaska State Trails Program website for applicants to study and utilize during the grant cycle that 
opens August 15 each year. Included in the grant application is now supplemental language on 
the signature page regarding an applicant’s responsibility for state and federal procurement rules, 
regulations, and guidance as it pertains to the RTP.
Originally the Applicant Needs Analysis survey was developed as a singular research tool but 
upon further analysis it will be used repeatedly as part of the continuous improvement process.
A secondary result of the research and analysis for this project is the development and adoption 
of multiple administrative and internal control measures as simple but meaningful tools that will 
also bolster the continuous improvement process.
Identified Needs and Goals
The predominant reason this project was initiated was to assist the majority of grant applicants 
with processes, regulations, and guidelines, increase comprehension and success, and reduce 
management time coaching and frustration of applicants. To a lesser degree but intended to 
mitigate a higher risk, this project researched, created, and added supplementary legal language 
into the application that will serve to both add a layer of legal protection for the DNR and remind 
applicants of their fiscal responsibilities when managing federal grant funds.
The hypothesis for this project is that when applicants have an improved means by which to meet 
the requirements of the grant program they will become more self-sufficient, knowledgeable, 
successfiil, and compliant. It is the program manager’s responsibility to ensure compliance with 
federal and state regulations, as well as program guidance, and there are now effective tools and 
administrative controls to consistently achieve this.
Project Scope
The scope of this project included the planning, development, and implementation of educational 
and informational material and creation and implementation of language in the grant application 
acknowledging applicant legal responsibility for federal grant funds. The project will be 
determined complete when the manual and the legal responsibility language are approved by the 
Sponsor and arc ready to be posted on the State Trails Program website prior to the opening of 
the FFY16 grant cycle, August of 2015.
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R e c re a tio n a l T r a i ls  P ro g ra m  A p p lic a n t  A c c o u n ta b il i t y  a n d  P rocess E ff ic ie n c y  P ro je c t
Sponsor Satisfaction Survey
• Arc you satisfied that the deliverable dates were met according to the final project plan?
I ant very satisfied with the RTP Applicant Accountability and Process Efficiency Project that 
Darcy has completed
• What is your overall level of satisfaction with the products created by the project?
Both the Application Instructions and information and the improved application are very well 
done and w ill be valuable tools to the applicant.
• Do you feel like the goals have been met?
Yes. I do believe the goals have been met.
• Are you satisfied with the level of involvement you had on the project?
Darcy lias  kept me app rised  th ro u g h o u t the p ro je c t and I am  ve ry  sa tis fied  w ith  the p roducts  she lias- 
d eve loped .
Sponsor Name 
Signature _
Date____
Project Manager Name PC il %), ljz( IEU/Uj
_  _
Signature j 
Date t j  o(, - J
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Project Title: Recreational Trails Program Process Improvement__________________________
Project Sponsor: Ben Ellis, Director of DPOR Date prepared: September 4, 2014
DNR and RTP applicants
Project Manager: Darcy Harris______________ Project Customer: and grantees_______________
Project Purpose or Justification: Business Case or Need_____________________________________
I have identified that there is a significant lack of understanding on the part of new grant applicants and 
current grantees, about state and federal procurement requirements and how they directly relate to the 
federal programmatic guidelines for the Recreational Trails Program. This poses a two-fold problem. It 
takes an enormous amount of staff time to coach applicants through the lengthy grant process and as 
the manager of this program it is my responsibility to ensure compliance with federal and state laws, as 
well as program guidance, and there are currently no tools to consistently achieve these complex tasks.
P r o je c t  Ch ar ter :  R e c r e a t io n a l  T ra i l s  Program Process Im pro ve m e nt
Project Description: Abbreviated Statement of Work______________________ ___________________
This project will create a required training curriculum, and companion application instructions for 
Recreational Trails Program applicants in Alaska about how to apply for funding and comply with federal 
and state fiscal regulations and programmatic guidelines. The training will be available on the State 
Trails Program website for applicants to take at their leisure; however a printed and signed completion 
verification sheet will be required with their application. (This may be recorded digitally depending on the 
interface used.)
The first semester I will develop a project management plan for this project, and initiate communication 
with the IRM division regarding technical support. During the second semester I will break this project 
into two phases. I intend to both develop the application instructions that will be a companion and 
precursor to the on-line training, and organize the technical requirements for hosting this curriculum on 
the web. This will be followed up by developing the final, on-line content in a web-based training where 
applicants will need to participate and verify this participation as part of the requirements for application. 
This will be completed in the spring of 2015 and will become public during the subsequent grant cycle, 
August 2015. This curriculum and web-interface will be iterative and subject to stakeholder feedback.
Project and Product Requirements:__________________________________________________________
Training and application instructions will be available on the internet for applicants to access at their 
convenience. This will increase applicant success and require less staff time for the Trails Program 
throughout the process. Applicants will also acknowledge their responsibility for the information and all 
legal requirements.
Acceptance Criteria:_______________________________________________________________________
Training available to applicants on the internet to accompany companion application instructions. 
Acknowledgement of responsibility by applicants adds legal support to DNR for federal grant programs.
High Level Risks:______________________________________________________________
1) Federal gas tax trust fund does not get supported and the RTP runs out of money.
2) RTP does not get supported in national transportation bill.
3) Training is not accepted by DPOR management or applicants.
4) Grant fraud is identified, FHWA performs audit. Funding is jeopardized.
5) Web-based interface isn't available, or identified as unfeasible, or impracticable
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P ro je c t  Char ter :  R e c r e a t io na l  T ra i l s  Program Process I m p r o v e m e n t
Project Objectives | Success Criteria Person Approving
Scope:
Create a training curriculum and 
companion application 
instructions that will be available 
on internet that assists 
applicants, decreases work load 
for State Trails Program staff 
and provides legal support for 
DNR.
Applicants are more successful, 
take less coaching, and take 
legal responsibility for the 
federal grant money they 
receive.
Darcy Harris: Project Manager 
Ben Ellis: Project Sponsor
Time:
Meet the Project Progress 
Milestones (PPM) and have 
project ready for full 
implementation by beginning of 
next grant cycle.
Meeting the PPM deadlines and 
incorporating feedback. See 
Milestones Below
Instructor of record, Committee
Cost:
In addition to the cost of my time 
(to be valued for the purposes of 
this project at $1/he) costs will 
include an RSA with the 
Information Resource 
Management office at DNR, and 
minimal time from the Director of 
DPOR and the State 
Procurement Officer.
Efficient use of time, utilizing 
internal resources for maximum 
benefit.
Project Manager, Darcy Harris
Quality:
Practicability for applicants and 
legal coverage for DNR.
Actually used in the field and 
office
Ben Ellis and Darcy Harris
Summary Milestones Due Date
Develop Project Management Plan, fulfilling PPM1-PPM4, assignments for MSPM Sept. 12, Oc.3, 
Oct. 24, Nov. 21,
Secure assistance from the IRM Division for technical expertise to host on-line 
training curriculum, establish RSA.
November, 2014
Present final presentation of approved project management plan. December 1-2, 
2014
Develop application instructions. Gain FHWA and State Procurement officer 
approval of procurement law and RTP guideline content.
January 2015
Develop on-line training content, include input from legal department and have 
approved.
March 30, 2015
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P r o je c t  C har te r :  R e c r e a t io n a l  Tra i ls  Program Process Improvement
Estim ated Budget:
All tim e spent by Pro ject M anager w ill be valued at $1 for purposes of 
this assignm ent.
Project Management: September-December: Initiate Project, Develop PMP: 104 
hours
$104
Development of application instructions. 40 hrs x $1=$
$40
Curriculum development 40 hrs x $1=$40
$40
A minimal amount of time will be spent by both the Procurement Officer and the 
Director of DPOR for review, approval, and consultation.
Technology development and integration with curriculum (TBD) 
RSA with IRM= ? hrs x $?=$
Authority:
Technical Decisions:________________________________________________________________
The project manager will be working with the Information Resource Management (IRM) Division of the 
DNR for technical expertise. Any decision having to do with the content of the web page will be approved 
by both the Division Director and the project manager.
Approvals:
' -"Advisor Signatory i
P ro je c t Manager Signature ) '
Sponsor Signature
j j  Z-zJ-ZVlj-
Date;
LuAnn Piccard
Advisor Name
Darcy Harris 
Project Manager Name
Ben Ellis
Sponsor Name
Date
Change Track
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Department of Natural Resources
Division of Parks and Outdoor Recreation
550 west 7*' Ave. Suite 1380 
Anchorage. Alaska 9950) 
Main: 907-269-8700 
fax: 907-869-8907
August 27, 2014
Ms. LuAnn Piccard
University o f Alaska, Anchorage
Project Management Department Room 155
3901 Old Seward Highway
Anchorage, AK 99503
Re: Project sponsor support for Darcy Harris PM686 
Dear Ms. Piccard
I am writing to you to express my support for Darcy’s project work with the MSPM program. 
Her project will accommodate two needs she has identified within the federal grant program she 
manages. It will help educate grantees about state and federal procurement requirements and 
programmatic guidelines, which will result in their increased success throughout the granting 
process and require less o f our staff time to help them reach their funding goals. It will also 
provide the grantees with information so they may engage the program with integrity and 
responsibility. We look forward to an improved grant program when Darcy is finished with her 
project.
THE STATE
0/ALASKA
Go vi-rnor  Sean Par niu .i
Sincerely,
(Cir
Director, Division o f Parks and Outdoor Recreation
cc: Darcy Harris
